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PART I. GENERAL NATURE OF THE DUTIES, FUNCTIONS, AND 
RESPONSIBILITIES OF THE CLEARANCE UNIT 


A. DESIGNATION OF A CLEARANCE UNIT AND A REMITTANCE CLERK 


“1. There shall be established a Clearance Unit, in keeping with 
the requirements of each State Office, under the supervision of an 
employee, hereinafter referred to as the Remittance Clerk, who may be 
bonded at the dis cretion oa) the State Office for: ‘the faithful -perforn- 
ance. ofthis duties. 


2. ek Clearance Unit shall Regs ors the eo functions: 


a. Remind etree examine Applications for Pay- 
ment pursuant to the Agricultural Conservation ’Program 
(hereinafter referred to as "applications") and related 
documents in cases where questions have arisen with 

“-respect to payments isstied thereunder and to maintain any 
eens ae may he hee eer.. in connection therewith. 


; “bi ‘Receive chécks, drarte, money orders, and other” 
remittances in connection with refunds of Grant Payments 
for the purpose of ‘examining, indorsing, and scheduling 

the same for collection and deposit to the credit of the 
SPPISE ETO s ou or fund ee which they Shee Rh 


r acy Maintain seasnde. in connection with Treasury 
checks issued under Speer one and biases Gnd cl hv ened 
for any. reasons. 


a. Schedule Treasury checks for cancelation in 
cases where the amount thereof is not due the payee or his 
estate or. which. otherwise-have been Ee issued and 
are’ not ee, as 


&. Pr erace vouchers pay scheauiee for the payment 
of amounts which are due applicants seeking adjustments in 
payments previously .certified, or for the return of excess 
remittances. 


B. PREPARATION OF A MONTHLY REPORT 


1. ‘At the close of the month the Disbursing Officer will sum- 
marize on Standard Form No. 1045, "Summary of Collections", the sche- 
dules of collections received from the State office and note thereon © 
any uncollectible checks returned during that month. The original and 
four copies of Standard Form No, 1045 will be forwarded to the State 
office. The Remittance Clerk, the State Accountant, and the Certify- 
ing Officer shall examine the Standard Form No. 1045 to verify the 
fact that their records are in agreement with those of the Disbursing | 
Office and distribute the copies‘ thereof as follows; 


wo Ko iar 


a. The Certifying Officer ‘shall sien the original 
end four copies, inserting thereon his title a) Rae poe 
of his Se ee oe ee : 


b. The original and one cORy. shell be returned. to 
the Disbursing Office. ox ges 


Gc. One “COpy. shall be ooreraed: to. the Office of | 
‘Budeot and Finance, Department of Agriculture, Washington, » 
De CO. 

d. One copy shell ‘be filea by va ae » Accountant. 


a Oe One copy el he filed in “eins ‘Gloerenee Unit 
in the folder: containing the schedules covered slats af 


ee At the close of each Soatt the Romittence Clerk. shall prepare 


a statemont of the work performed by the Clearance Unit to be submitted 
by the Administrative Officer in Charge to the Director of the Southern 
Division (hereinafter referred to as "Director"), The report should 
show the number of cases reecived, sent forward for ease Tk settled, 
and on hand by the BO} ceae types of cases: 


Be “The ariiee of Waal eee eneee neon 
jing between those returned by reason of the death or in- 
competence of ‘Ene PAVE and those returned for .other reasons. 


De The - number Of "adjustment eee re 
ce. The. number of refunds received. 


ad. The number of checks canceled, differentiating 
between those canceled by the Disbursing Office and those 
cenceled by the Records ye ae Check Section, General 
Accounting Office. 


PART Il. GENERAL PROCEDURE TO BE FOLLOWED WHERE TREASURY 
CHECK IS NOT DELIVERED 


A. RETURN TO DISBURSING OFFICE 

1. If any Treasury check issued pursuant. to an application can- 
not be delivered to the payee by the Treasurer of the County Agricul- 
tural Conservetion Association (hereinefter referred to as "Association 
Treasurer") by reason of the death;: Se ae or cise appearance of 


1/ Soo Part I11, Section A, paregreph 7i., infra. . 


sonst an 


the payee or for the reason that the amount of the check is not due 
the payee or his estate, or for other reasons, the check shall be ree 
turned by the Association Treasurer to the Disbursing Office from 
which.issued in accordance with instructions contained in the trans- 
mittal letter, Treasury Department, Division of Disbursements, Form 
No. L7/2l and in ACP Letter No. 24, issued December 7, 1937, by Mr. 

G. F. Allen, Chief Disbursing Officer. 


ee The State office shgll be notified by the Association Treas— 
urer of each check returned to the Disbursing Office. A separate let- 
ter to the State office shall be prepared with respect tq. each returned 
check setting forth ‘the check number, the name of the payee; the date 
and amount thereof, the serial number of the application under which 
the check was drawn, the administrative number of the voucher on which 
the check is listed, and‘the reason for returning the check. Any 
forms or statements which may be- required by the circumstances causing 
the return of the check should accompany the letter of notice to the 
State office. If the forms.or statements cannot be secured immediatec- 
ly, an explanation of the reasons therefor.should be incorporated in 
the letter, 


B. NOTICE TO STATE OFFICE FROM DISBURSING OFFICE 


1. An original and three copies of Treasury Form No. 1664-A 
(Revised), "Memorandum of Returned Check", will be forwarded to the 
State office when a Treasury check is returned to the Disbursing Of-= 
fice ty the Association Treasurer, The copy of Treasury Form No. M-66, 
"Check Drewn to the Order of Deccased Employee", will not be forwarded 
for cases wherein the payee hns died as was the case in connection 
with payments under the 1936 Agricultural Conservation Program. Notice 
of the return of a check in cases where the payee is deceased will 
also be shown on Trensury Form No. 1664-A (Revised). 


2e <Any information or documents such as Lotters of Administra~ 
tion, Standard Forms No. 1055, etc., received from the county office by 
the Disbursing Office in contravention of the instructions contained in 
Section A, of this Part II, will be transmitted to the. State office 
together with Treasury Form No. 1664-A (Revised), if the payee is de- 
ceased, or because of the legally adjudged incompetence or alleged in~ 
competence of the payee. As a natter of procedure,. the Disbursing 
Office will not attach to Treasury Forms No, 1664-A (Revised) the 
letters of explonation received in connection with checks returned for 
other reasons. 


3. The Disbursing Office will not notify the State office when 
a check is returned because it was not’ drawn to the person in the 
anount listed on the voucher since no action in connection therewith 
is required to be taken by the State office, 


4. The Strte and county code. nunber and the application ser-~ 


ial number should be entercd at once upon the original and all copies of 
Treasury -Forr: No. 1664~A (Revised). 


5e. jn original and two copies2/of Forn ACP-25, "Official 
Receipt", and one copy of Forn ACP-28A, "Notice to eetiter te should | 
be prepared3/ and distributed by the Renittance Clerk innediately 
after the receipt of Treasury Forms No. 1664—A (Revised) as follows: 


-&, Enter the nane of the Association Treasurer 
after the. words. “Nane of Renitter", 


de Enter the. addres ss of the Association Treas— 
urer in the. spaces provided after the words "Street or 
Box Number", "Post Office", and NStatol, 


- Ce Enter the name of the payee of the returned 
cheek after the words "Applicant's Nanc", 


ad. Enter the abbreviation ttr Ch" after the words 
"Nature. of Renittancell, 


e. Moke no entry after the words "Payxble to", 
"Schedule No. of Standard Forr: No. 1044, Rev,", BDO. 
Voucher No.", and "Datel, 


f. Enter the State and county code and eornet 
nunbers of tho related applicetion in the spaces provided 
after the words "State and. County Code No." and "Serial 
No." 
é g» Enter the date of the returned check after the 
words "Date of Ronittance', 


he Enter the check number after the words, "Re- 
nittance Nunber", 


i. Enter the anount of the check after the words 
"Anount $", a 

je The Adninistrative Officer nee) Charge should 
sign Forn ACP-28A and it should be fortar’ded to the 
Association Treirsurer .s his receipte 


2/ If the returned check represents 2 paynent under the 1937 Agri- 
cultural Conservation Program involving County Association Ex- 
pense deductions and the check is to be canceled, an additional 
copy of Form ACP-28 shoul'’d be prepared. See also Part V, Sece 
tion A, paragraphs 3e.(1) and $i., infra, 


3/ This should be done in a simultaneous operation on the typewriter, 
naking Form ACP-28A the second copy. 


a 


k. The original and tro copiced/ of Form ACP-28 
should-be placed in the case file pending scttlenent Koni 
the case. 


C. FILES FOR TREASURY FORMS NO. 1664-A (REVISED) 


1. The original and two copies of Treasury Forms No. 1664-A 
(Revised), issued by the Disbursing Office in connection with checks 
returned for reason other than the death or incompetence of the 
payee should be placed in a separate file by the Renittance Clerk, 
pending settlement. of the account, with regard to the nonth in which 
the check vas issued. Treasury Forms No. 1664—A (Revised) prepared 
with respect to checks issued within the sanc month: should be filed 
in a series and given a file serial designation which should be the 
month in which the check was issued followed by the date ninety cal- 
endar days succeeding the first day of the month imnédiately follow- 
ing the nonth in which the check was issued, ‘e.g., Treasury Forms 
No. 1664-4 (Revised) for checks issucd in December, 1937, should be 
filed in a scries designated by "Issued December 1937’. To General 
Accounting Office April 1, 1938", The Inst date is the day on which 
the check represented thereby: will be forvarded to the Gencral Ac- 
counting. Office by the Disbursing Office. .The several file series 
should. be kept, beginning with the carliest. designation, in chrono- 
logical order. ‘Treasury Forns No. 1664~A: (Revised) should be filed 
Within the several serics, alphabctically by the payees! nanes. BS) 


2. One copy of Tre-sury Form No.'1664-A (Revised) should be 
securely attnched to the case file lee reccipt fron the Disbursing 
Sees keto 


3, Tho action "Held - Whercabouts Unknown" is to be indicated 
only when a subsequent request is received from.the. Disbursing 
Office as to the disposition to be made of the check in. which. event 


4] See Part III, r, Seetion Ay “paragraph Sa rae 

| A&A file of this nature is essential in view of the facts that: 
(1) the procedure to be followed in the settlement of any case will 
be dependent, in part, upon the location.of the check, i.e., whether 
held by the Disbursing Office or the General Accounting Office, at 
the tine settlement is ae pegiee (2) it will serve as a basis at 
all times to determine cases vhich require particular attention if 
settloment is to be OLIN prior to the. tine the checks are re-. 
quired to be transmitted to the General Accounting @ffice; (3) the 
Disbursing Office nay, upon a request from the State Office, with- 
hold the delivery of a check to the General Accounting Office in 
instances where settlencnt of the case will be completed shortly 
after the ninety day period. It may be well to ascertain from-the / 
Disbursing Office the location of a check when settlement is to be 
nade shortly after the expiration of the ninety day period. 


dts ape 


the State office will return but one copy of Treasury Form 1664-A 
(Revised) properly executed. 6/ 


4, The original and two copies of Treasury Forms 1664—A 
(Revised) received in connection with cases wherein the payee of the 
returned check is deceased or incompetent should be placed in a 
separate file alphabetically by ‘payees! names. One copy of Treasury 
Form 1664~A (Revised) should be firmly attached to the case file. 


5. If it is detormined that the check is to be canceled, one 
copy of Treasury Form 1664-A (Revised) should be returned to the Dis 
bursing ‘Office, which copy shall be signed by the Administrative Officer 
in Charge. This copy shnll-be attached to Standard Form Nos 1044, Re- © 
vised, altered to be a schedule of canceled checks (Sce Part V hereof). 
The remaining copies should be placed in the folder containing documents 
or papens relative to any claim for the procecds of the canceled ee 


PARI III, GENERAL PROCEDURE TO BE FOLLOWED WHERE REMITTANCES 
. OTHER -THAN . EREASURY CHECKS ARE RECEIVED. 


A. RECEIPT OF REMITTANCES IN CONNECTION nitH APPLICATIONS 


‘L. All remittances receivéd in ne State office in (the) form of 
post office money orders, certified checks, bank drafts, bank cashier's 
checks, ctc., in comection with. an awpplicrtion should be routed to 
the Remittance Clerk together . with th ae related CORES pone ONCE and docu- - 
nents. . ; 


2. All remittances shall be disposed of within the day receiveds 


3. Every remittance should? / be examined to determine that it 
nay be negotiated by the Disbursing Officer. A remittance which is 
negotiable must be properly dated, drawn payable to the order of: the 
"Treasurer of the’United Statcs" or in a manner to pernit endorsenent 
to that officials; ‘signed, and must show an exact agreenent between the 
anount as expressed in figures and the written anount. If it is not 
negotiable, it should be returned to the drawer of the renittance through 
the county office accompenicd by a letter in which the reasons that the 
renittance is not negotiable are set forth and eget le that an ace 
ceptable renittance be secured, 


6/ If such action has been taken, only the original (initialed) and one 


copy (signed) need be returned to the Disbursing OfTicovain naking final 
disposition of the check in accordance with Part VII, Section B, para— 
graph 2 hereof, 

7/ Cash nay be accepted in lieu of remittances in the forn of money or- 
ders, cxshicr's checks, etc., and scheduled for collection as hereinabove 
provided as a cash iten. Postage stamps recoived as remittances must be 
converted into cash, The practice of naking a refund in the forn of 
either cash or postage stamps should be discouraged, 

8/ See Section B, paragraph 2, infra. 


ees 


ri A receipt number for each remittance which may* be negotiated 
should be assigned by the Remittance Clbrk beginning with the number 
next succeeding the one last assigned to a remittance pursuant to Sec- 
tion III, Part A, paragraph 4 of SRC-2 and continuing thereafter in 
numerical sequence without regard to the accounts to be credited or 
fiscal years. 


5e An original and two copies of Form ACP-28° / and one copy of 
Form ACP-28A should be prep-red and distributed after a reccipt number 
has been assigned as follows; 


a. Enter the name of the person who forwarded the 
remittance to tho State office after the word "Remitter", 


b. Enter the address of the person who forwarded | 
the remittance after the words "Street or Box Number", 
"Post. Office", and "Statel, 


ce Enter the nane of the applicant for ‘vyhon the 
refund was made after the words "Applicant's Nane". 


a. Enter the nature of the remittance after the 
words "Nature of Renittance", 


Ce Enter the name of the person to whose order 
tlre renittance ig drewn after tho words "Payable to". 


f. . Enter the schedule number of the Standard 
Forn No. 1044, Rovised, wpon which the remittance is sche- 
duled for collectionlO/ after the words "Schedule No. of 
Standerd Form No. 1044, Rev." 


g- Enter the Disbursing Office Voucher nunber 
under which the refunded paynent wos originally certified 
after the words "D. 0. Voucher No." ; 


he Enter the date’on which the rofunded paynent 
was nade as shown on the Schedule os Disbursenents after 
the word "Dato! . 


i. Enter the receipt nunber after the pores "Re= 
ecipt No," 


gj. Enter the State and county code and applica- 
tion serial numbers with respect to which the refund is 
made in the spaces after the words ppv ene and County Code 
No." and “Serial No." 


9/ If the refund represonts a payment under the 1937 Agricultural Con- 


servation Progran involving county association oxponse deductions, 
an additional copy of Forn ACP-28 shoudl be prepared, 
10/ Sec paragraphs 6b. and 8a,., infra. 


oe: eee 


| k. . Enter the date of the roenittance after the 
words "Date of Renittance", 


1. Enter the serial number of the renittance 
after the words "Remittance Number", 


me Enter the anount of the remittance after the 
words "Amount $"., 


n. inter the symbol number of. the appropriation 
or special deposits account to be credited after the 
words "Fund Credited", 


Oe A concise statement of the action taken or 
propesed to be taken in connection with the refund and 
the reason for, scheduling -the renittance te the particu- 
lor appropriation or to the special deposits account 
should be made in the blank space benesth the words "Ac= 
tion Taken", This statoment should not be nade on Forn 
ACP-28A,° If thé renittan¢e represents a refund of a 
paynent made oursuent to the 1937 Agricultural Conserva~ 
tion Progran involving County Association Expense de- 
ductions, the statenent should sho: the expense deduct— 
lons previously charged under the application, the cor- 
rect amount of county association expense which should 
have been charged, and the adjustment which rust be made, 
The anount of the adjustnent shall be entered in the 
statenent as follows: "Decrease deduction $ el 


pe The Administrative Officer in Charge should 
slgn -1l copies of Fcrm ACP-28, and Form ACP-28A and 
Form ACP-28A should be forwarded to the renitter as his 
recep. 


6. If the appropriation to which the remittance pertains has 
been determined and the remittance is in the exact anount or not in ex- 
cess of the exact amount, due as a refund, the remittance shall be 
indorsedl1/ and scheduled for collection and deposit by preparing an 
original and scven copies of Standard Forn 1044, Revised, "Schedule 
of Collections", as follows: 


a Enter the State and ccunty code nunbers in 
the space above the title, 

b. Enter the sche@ule number which shall be the 
nunber next succeeding the last number in the 2000 series 
assigned to schedules of collections pursuant to Section 
VI, Part A, paragraph 1 (b) of SRC-2, preceded by the let- 
ters "SRC", for the. first schedule, and continue thereafter 
in numerical sequence until the end of the fiscal year; 
this nunber toc be entered on each sheet of the schedule. 


11/ See Section B, infra. 


GP 


¢. Enter the:sheot number which shall be 1, if 
there is only one sheot; or 1 of 2 shocts, 2 of 2 sheots, 
etc., if the schedule consists of twe or more shects. 


d. Enter tho word "Agriculture" over the vords 
"(Departnent or Estoblishnent)". 


@. Enter the letters "A. A, A." followed by the 
Name of the State im which the State office is locnted 
and the words "State office" over the vords "(Bureau or 
Office)", 


f. Enter "G. F. Allen,.Chief Disbursing Officer"! 
after the words "“Recoived by". 


&- Enter the nene of the city and State in which 
the Regional Disbursing Office is located after the words 
Wat "Y . 


h, Enter the nonmbh and yer in which the schedule 
is expected to be taken up by the Disbursing Officer af~ 
ter the word "Period". 


i. Enter the synbol number furnished by the Dis-— 


© 
4 


bursing Orficer forsihi = purpose after the vords "D. 0, 
Symbol No.! , 


je Enter the Gate the renittance was reccivod in 
the column entitled "Date Received," 


k. Enter the receipt nurnber12/ in the column en- 
titled "Receipt Nunber", Tx 

1. Hnter in the cclumn entitled "Nane of Remitter" 
the name and address of the bank upon which the cashier's 
check; draft, etc., waeidrawn, °o.g., First N-tional Bank, 
Atlanta, Georgia: in the case of a postal meney order, 
enter "U.S.P.M.0." followed by the name and adcress of the 
issuing post office; and, in:case cf a personal check, the 
nane and address of the draver followed by the nane and 
address of the bank... The date and the scrial number of 
each remittance should be entered directly bencath the name 
and address. ‘then cash refunds are received, the name and 
address of the person naling the refund and the vords 
"Cash Item" should be ontered,. 


See Paragraph 4, supra. 


A Hodes 


m..A concise statement of the purpose for which 
the refund was made should be entered in the column en- 
titled "Detailed Description Of Purpose For Which Col- 
lections Were Received", including therein the name of 
the applicant; the serial number of the application un- 
der which the refunded payment was made; the "Disbursing 
Officer's Voucher No." under which the refunded payment 
was scheduled; and the number of the check representing 
the refunded payment as it appears in the voucher, 


ne The amount of the remittance should be enter- 
ed in column entitled "Amount", 13/ 


Oo. Enter the symbol and title of the e esgerre Ee 
tion to be credited in the column entitled "Fund to be 
Credited"; this symbol and title of the appropriatian 
is not required to be entered for each item listed. 


p.- Enter the total amount of the check(s) in the 
space provided in the fifth column after the word Lore 
tal"; this total is to be ‘entered only on the last shect 
when the schedule consists of more than cne sheete 


qe The date the schedule is forwarded to the 
Disbursing ‘Office and the signature and title of the Of- 
ficer in Charge should be entered in the lower right 
corner (the lower left corner is for the use of the Dis- 
bursing Office); these entries are to be made only on 
the last shect when the schedule consists of more than 
one sheet, 


re When a schedule consists of more than one 
sheet, the sheets comprising each of the eight sets 
should be firmly stapled together, 


7. Standard Form No. 1044, Revised, when used as a schedule of 
collections, should be Aisin as follows: 


a. Forward the original and threc nopited v6 
the Disbursing Office together with: the checks, drafts, 
or Noney orders covered thereby. If mailing is re- 
quired the material should be registered. One of such 
copies nust be stamped "Forward to Records and Accounts 
Section, As, A. A., Washington, D. G.". 


b. Forward one copy to the Bockkeeping and 
Warrants Section, Trensury Departnent, Washington, D. 


13/ When checks, drafts, and money orders are scheduled on the sane - 


Beem Forn No. 1044, Revised, they should be grouped by types and 
a sub-total for each fe entered in the column entitled "Anount", 


- ll -~ 


c. Forward one copy to the Accounting and Book- 
keeping Division, General Accounting Office, Washington, 
D. C., accompanied by one copy of Form ACP-28. 


d. File two copies numerically in a pending file. 


é. The Disbursing Office, after a period of ap- 
proxinately forty-eight hours from the time the schedule 
is received, will return one copy, accompanied by "Cer- 
tificate of Deposit, Form 1 (Revised)" Treasury Depart- 
nent, Division of Bookkéeping and Warrants, to the State 
office. 


f. The information: shovm in the lower left cor- 
ner of the copy returned from the Disbursing Office 
should be transcribed upon the file copies after verify- 
ing the collection of scheduled items and the certifi- 
cate of deposit number and the date thereof should be in- 
serted in the spaces provided on Form ACP-28,. 


Ee Forward the copy returned fron the Disbursing 
Office, accompanied by the Certificate of Deposit and 
one copy of Form ACP-28, to the State Accountant. 


h. Forward one copy of the schedule showing the 
information transcribed thereon in accordance with sub-— 
paragraph f. of this paragraph 7, to the Office of Bud- 
get and Finance, Department of Agriculture, Washington, 
D. Ce 


i. One copy should be filed numerically in the 
Clearance Unit in separate folders by the month and year 
in which the schedules were stamped as received by the 
Disbursing Office. 


je If the remittance was received in connection 
with a payment under the 1937 Agricultural Conservation 
Program involving a County Association Expense deduct-— 
ion, a copy of Form ACP-28 should be forwarded to the 
Records and Accounts Section, Agricultural Adjustment Ad 
ministration, Washington, De. Ce 


8. When a check, draft, or money order has been received and 
it is not possible to determine immediately that the remittance is in 
the exact amount, or not in excess of the exact anount, due as a re-~ 
fund or the appropriation to which the remittance pertains is not known, 
the remittance shall be deposited to the credit of the special de- 
posits account by preparing Standard Form No, 1044, Revised, in ac- 
cordance with the procedure outlined in paragraph 6 of this Part A, 
except thats 


Qe The schedule number shall be the number next 


a 


succeeding the last number in the 5000 series assigned 
schedules of collections to the credit of special deposits 
account pursuant to Section VI, Part B, paragrapn Teor. 
SRC-2, preceded by the letters "SRC", for the firgt 
schedule, and continue thereafter in numerical sequence 
for schedules of similar remittances until the end of the 
fiscal year, 


be The symbol number and title of the special 
deposits account to be entered in the column entitled, 
"Fund to be Credited" reads as follows: "03.37-Special 
Deposits -66.2-195 Suspense, AAA, Conservation Program", 


Ce Kemittances which are to be covered into the 
special deposits account shall not be scheduled on a 
Standard Form No. 1044, Revised, listing remittance to 
be credited to another appropriation or account. 


9. The distribution of Standard Forn No, 1044, Revised, prepared 
with respyct to checks, drafts, and money orders to be taken up in the 
special deposits account will be the sane as that prescribed in Part A, 
paragraph 3 of this Part III, with the exception that the copy of Forn 
ACP~28 which is to be transmitted to the State Accountant and the copy 
thereof which is to be forwarded to the Records and Accounts Sectionl4/ 
should be kept by the Remittance Clerk pending final disposition of the 
collections, 


10. Remittances received from different counties should be 
listed on different schedules but all of the remittances from one couhty 
nay be listed on one schedule previded that not more than five sheets 
are required. All of the remittances which are to be credited to the 
Sane appropriation may be scheduled on the same Standard Forn No. 1044, 
Revised, but remittances to be covered into different appropriations 
should not be scheduled on the sane Standard Form No. 1044, Revised. 


iil. Any check, draft, or Money order received by the Disbursing 
Officer rather than the State office will be placed in the special 
deposits account by the Disbursing Office by scheduling the item on 
Standard Form No. 1044, Revised, Onc copy of Standard Form No. 1044, 
Revised, will be forwarded to the State Office, The Renittance Clerk 
should prepare two copies of the Standard Form No. 1044, Revised, ree 
ceived fron the Disbursing Office and forward one copy to the Office of 
Budget and Finance, Departnent of Agriculture, Washington, D. C., and 
retain the other copy in his rile;i5; The copy transnitted to the State 


14] See paragraph 7 j-, supra and Part IV, Section A, paragraph 3 joy iere 


15/ See Section A, paragraph 7 i., supra. 
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office from the Disbursing Office should be forwarded to the State 
Accountant. There shall be entered on the Standard Form No. 1044, Re- 
vised, and on each copy thereof, above the number, if any, assigned by 
the Disbursing Office, the next consecutive number to be assigned to 
schedules of collections to the credit of the special deposits account. 
The copy kept by the Remittance Clerk shall be filed by the State office 
serial number. The schedule shall thereafter be referred to by reference 
to the number assigned by the Disbursing Office and by the number 
assigned by the State Office. 


12. Prepare Forms ACP-28 and ACP-28A in the manner prescribed.15a/. 
B. ENDORSEMENT OF CHECKS FOR DEPOSIT 


nS All remittances drawn payable to the order of the "Treasurer 
of the United States" must be restrictively indorsed before they are 
scheduled for payment by the Remittance Clerk immediately following the 
receipt thereof by means of a rubber stamp reading as follows: 


Pay to the order of 
The Treasurer of the United States 
Division of Disbursement, Treasury Department 
Southern Division, A.A,A., U. S. Department of Agriculture 


(location) 


oe Any checks, drafts, or money orders drawn payable to "Southern 
Division", "Agricultural Adjustment Administration", "Department of Agri- 
culture", or in a similar impersonal manner may (if otherwise negotiable) 
be accepted and indorsed by rubber stamp in the manner indicated in para- 
graph 1 of this Section.B, Checks, drafts, or money orders drawn payable 
to some person other than the Treasurer of the United States, must first 
be indorsed "Pay to the order of the Treasurer of the United States" over 
the signature (and title) of the payee named therein, or by some person 
by him duly authorized through a Power of Attorney to indorse for hin 
and on his benalf. In view of the difficulty and inconvenience incident 
to securing the indorsement which renders the instrument payable to the 
Treasurer of the United States, particularly in cases wherein the check 
is drawn payable to "Secretary of Agriculture" or to-"Henry A. Wallace, 
Secretary of Agriculture" or to sone other official not located in the 
State office, the remittance should be returned to the renitter with a 
request that it be drawn in a manner which will pernit the rubber stamp 
indorsement referred to in paragraph I of this Section B. 


15a/ See Section A, Part III, Paragraphs 5 o., and 7 j., Supra. 
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C.  UNCOLLECTIBLE CHECKS 


ips An uncollectible check; i.e., a bad check or a check which is 
not honored at par, will be returned by the Disbursing Office to the 
State office accompanied by two copies of Standard Form No. 1044, Revised, 
with the title thereof altered to read "Schedule of Uncollectible checks", 
The Remittance Clerk and Officer in Charge should immediately Sign one 
copy to indicate the receipt of the check(s) described therein and return 
the copy to the Disbursing Office. 

De The Remittance Clerk should prepare an original and three 
‘ copies of Form ACP-24, "Debit Voucher for Uncollectible check(s) 
Returned", as follows: 


a. Enter the name of the office to which the par- 
ticular copy, or copies, are to be forwarded after the word 
"To", Form ACP-24 shall be prepared so that (1) one copy 
will be forwarded to the State Accountant; (2) two copies 
may be forwarded to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C.; and (3) one 
copy may be kept in the Clearance Unit filed numerically. 


ie Enter after the word "No." appearing in the upper 
right corner the number next succeeding the last one assigned 
pursuant to Section VI, Part C, paragraph 2(b) of SRC-2, 
preceded by the letters "SRC" for the first Form ACP~24 pre- 
pared and continue thereafter in numerical sequence wntil the 
end of the fiscal year. 


c. Enter the current date after the word "Date! 
appearing in the upper right corner. 


d. Enter the name of the State after the word "From!" 
and enter the word "Southern" after the words "State office". 


e. Enter the aecee orice ae the check(s) in the 
manner indicated. 16/ 


16/ If more than two checks listed on the same schedule of collections 
were returned as uncollectible, the words "See other side" should be 
inserted in the space provided for the description of the checks and 
the complete description of the checks entered on the reverse side of 
Form ACP-24, The reasons for the return of each check will be taken 
from the Standard Form No. 1044, Revised, as altered to be a schedule 
or uncollectible checks, 


PRE 


f. Enter the "Schedule No." and date "Forwarded" 
fron the Standard Form No. 1044, Revised, upon which the 
check was scheduled for collection. 


&e Enter the symbol number of the appropriation or 
the special deposits account after the word "Symbol". 


he Enter the total amount of the checks returned as 
uncollectible after the word "amount". 


i. Enter the total amount 17/ of the remittances 
scheduled on Standard Form No. 1044, Revised, upon which the 
check was scheduled for collection, in the blank space after 
the words "Deleted from schedule, which has been reduced in 
total from". 


de 4nter the amount which remains after the total 
amount of the uncollectible checks is deducted from the total 
of the remittances scheduled on Standard Form No. 1044, 
Revised, upon which they were originally scheduled, in the 
blank space between the word "to" and the words "by the 
Division of “isbursements, Treasury Department". 


k. If an effort is being made to collect the items 
returned as uncollectible there should be inserted beneath 
the printed matter of Form ACP-24 on the copies which are 
to be forwarded to the Office of Budget-and Finance a 
statement: "An acceptable remittance is being secured". In 
the event no effort will be made to secure an acceptable 
renittance, there should be inserted a statement to the 
effect that "no remittance will be secured to replace the 
uncollectible item" and give the reasons therefor. 


1. The Renittance Clerk should initial and the 
Officer in Charge should sign each copy of Form ACP-24. 


mn. Form ACP-24 should be forwarded to the offices 
as indicated in sub-paragraph a. of this paragraph 2. 


Sz The copy of Standard Form No. 1044, Revised, as altered to 
be aSchedule of Uncollectible Checks, which is kept by the Renittance 
Clerk, should be attached to the original schedule of collections to 
which it pertains. The total of the schedule of collections should be 
lined out and the original total of the schedule less the total amount 


17/ See Section A, paragraph 6 p., supra. 
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of the uncollectible checks should be entered in lieu thereof and the 
entry initialed and dated by the Remittance Clerk. This corrected total 
should agree with the amount entered on Form Acp-24 in accordance with 
sub-paragraph j., paragraph 2 of this Section C. Enter the words "See 
attached schedule", opposite the entry for the uncollectible check on 
the schedule of collections. 


4, The drawer of the check should be notified of the return of 
his check and of the reasons therefor by forwarding the check to him 
through the county office and the drawer of the check should be requested 
to make an acceptable remittance in the amount due if the account of the 
applicant for whom the remittance was received has not otherwise been 
settled. 


5. A remittance replacing one previously returned as being un- 
collectible should be examined and listed on a new schedule for collec- 
tion as provided in Section A, either in paragraph 6 or paragraph 8, 
of this Part III with the exception that a notation shall be made in 
the body of the new Standard Form No. 1044, Revised, that this check 
represents the recovery of the amount of the uncollectible check pre- 
viously scheduled under Receipt No. , schedule No, Sees 
Form ACP~24 No. pn ae eee” al 


PaRT IV, PROCEDURE TO BE FOLLOWED IN TRANSFERRING FUNDS 
FROM THE SPECIAL DEPOSITS TO THE AGRICULTURAL 
CONSERVATION APPROPRIATION AND REFUNDING RE- 
MITTANCES 


A, WHERE REMITTANCE IS CORRECT AMOUNT DUE 
ablnemsetine: Sviranenns -lenlindesrsnachinders!) md salle sloniee serknlall intent) A 


i, ‘Then an examination of the case indicates that a check, draft, 
or money order which was scheduled for collection to the credit of the 
special deposits account 18/ is the amount, or not in excess of the amount 
due as a refund under an application, prepare an original and eight copies 
of Standard Form No. 1046, Revised, "Schedule of Transfers - Special 
Deposits", as follows: 


a. Enter the State and county code numbers in the 
Space above the title. 


b. Enter the schedule number which shall be the nun- 
ber next succeeding the last one assigned pursuant to Section 
VII, Part A, paragraph 1(b) of SRC-2, preceded by the letters 
"SRC", for the first schedule, and continue thereafter in 
numerical sequence until the end of the fiscal year; this 
number is to be entered upon each sheet of the schedule. 


18/ See Part III, Section A, paragraph 8, supra. 
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e, Hnter the sheet numbers which shall be 1, if 
there is only one sheet: 1 of 2 sheets, 2 of 2 sheets, etc., 
if the schedule eeeieth of two or more sheets: 


d. Enter the word deri outture" sgise ne Cees 
"(Department or Establishment)". 


e. Enter the letters "A.A,A." followed by the name of 
the state in which the State office is located followed by 
the words "State Office" over the words "(Bureau or Office)". 


i. Enter "Gl fF. Allen, Chief Disbursing Officer" 
after the words "Made by". 


ee Enter the name of the city and State in which the 
Disbursing Office is located over the word "(Station)". 


h. Enter the month anc year current at the time the 
schedule is expected to be taken up by the Disbursing Office 
after the word "Period", 


i. Enter the symbol number furnished by the Dis- 
bursing Officer 08 this purpose after the words "D. 0. 
Symbol No." 


ie Enter: the date the remittance was received in the 
column entitled "Date Received". 


k. Enter the remittance number 19/ in the column 
entitled "Receipt Nunber". 


1. 4#8nter the name and address of the bank or post 
office in the case of a check, draft, or money order, or 
if a personal check, the name and address of the drawer and 
of the bank upon which drawn: in the column entitled "Name 
of Remitter", Enter the date and serial number of each re- 
mittance beneath the name and address of the remitter. If 
the refund is made in cash, enter the name and address of 
the person making the refund and the words "Cash Item", 


mn. A concise statement of the purpose for which the 


refund was nade, including the name of the person to whom 
the refunded payment was made, the application serial 


19/ See Part III,-Section A, paragraph 4, supra. 
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nunber, the "Disbursing Officer's Voucher No." under 
which the refunded paynent was scheduled, and the nun- 
ber of the check representing the former paynent as 

it appears from the voucher should be entered in the 
column entitled "Detailed Description of Purpose for 
which Collections were Received". 20/ 


n. Enter the amount of the refund which is be- 
ing transferred from the Special denosits account to 
the appropriation, in the column entitled "Amount to 
be Transferred to Regular Account". 


o. 4nter the symbol and title of the appropria- 
tion to be credited in the column entitled "Fund to be 
Credited"; this symbol and title of the appropriation 
is not required to be entered for each item listed un- 
less the various items are to be credited to different 
appropriations. 


or Enter the total amount of the items to be 
transferred in the fifth column after the word "Total". 
this total is to be entered only on the last sheet 
when the schedule consists of more than one sheet. 


q- The signature of the Certifying Officer 
should be entered in the space above the words "(Sig- 
nature of Approving Officer)" and his title is to be 
entered after the word "Title" in the lower right cor- 
ner; these entries are to be made only on the last 
sheet when the schedule consists of more than one sheet. 


r. When a schedule consists of more than one 
sheet, the sheets comprising each of the nine sets 
should be firmly stapled together. 


<. Transfers of amounts received as refunds from different 
counties should be listed on different schedules but 911 of the trans- 
fers of refunds fron a county may be listed on one schedule provided 
that not more than five sheets are required. Refunds transferred fron 
the special deposits account to different appropriations should not 
be scheduled on the same Standard Forn No. 1046, Revised. 


3. Standard Forn No. 1046, Revised, should be distributed as 
follows: 


20/ The entries required in sub-paragraphs j., Ks eee: and nm. of para- 


graph 1, Section A, Part IV, should agree with the corresponding 
entries appearing on the Standard Form No. 1044, Revised, on which the 
items were scheduled for collection, 
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a. Forward the original and three copies to 
the Disbursing Office, One of these copies must be 
stanped "Forward to Records and Accounts Section, 
Agricultural Adjustment Administration, Washington, 
Decee 


b. - Forward one copy to the Bookkeeping and. 
Warrants Section, Treasury Departnent, Washington, 
aD Ate 


c. Forward one copy to the Accounting and 
Bookkeeping Division,- General Accounting Office, 
Washington, D,:C. 

a. File two copies numerically in a pending 
Tale. 


e. The Disbursing Office, after a period of 
approxinately forty-eight hours from the tine the 
schedule is received, will return one copy, together 
with a certificate of deposit, to the State office. 


f. Transcribe the infornation shown in the 
lower left corner of the copy returned from the Dis- 
bursing Office upon the two file copies after veri- 
fying the transfer of the scheduled itens. 


g Transmit the copy returned from the Dis- 
bursing Office, ReeU eae by the certificate of de- 
posit and Form ACP-28¢1/to the State Accountant. 


h. Forward one copy of the schedule showing 
the information transcribed thereon in accordance with 
subparagraph f. of this paragraph 3 to the Office of 
Budget and Finance, Department of Agriculture, Wash- 
THetOn jel ov. 


i. One copy should be filed by schedule nun- 
bers in the Clearance Unit. 


j. If the amount of the refund or a portion 
thereof is to be credited to appropriation 1282215(21)2, 
Conservation and Use of Agricultural Land Resources, 
Departnent of Agriculture, 1938 (A.A.A.) (Conservation 
Paynents) and represents a payment involving County 
Association Expense deductions, a copy of Form ACP-28 
shall be forwarded to the Records and Accounts Section, 

A hie Adjustment Adninistration, Washington, D. C. 
See 


21/ See Part.III, Section A, paragraphs 5 and 9, supra. 


35] Sce Part III, Section A, paragraphs 50,, and 7j., supra. 
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B. WHEN THE REMITTANCE WAS NOT THE CORRECT AMOUNT DUE 


1. When an exanination of the case indicates that a renittance 
scheduled for Seep eg and deposit to the credit:of the special de- 
posits account£<3/ is in excess of the anount due as a refund under an 
application, Standard Form No. 1046, Revised, should be prepared in 
accordance with Section A of this Part IV for the amount of the renit- 
tance which has been determined to be the anount due'as a refund. 

If no refund is due under the application and the entire anount of 

the renittance is to be returned to the depositer, it is not necessary 
to prepare Standard Forn No. 1046, Revised, since no anount is to be 
transferred to the appropriation account; - 


2. The anount of the renittance which-is in excess of that 
due will be vouchered on Standard Form No. 1047 "Public Voucher for 
Refunds", and Standard Form No. 1048, "Public Voucher for Refunds - 
Menorandun",, as follows: 


a. The original will be Standard Form No. 1047 
and the three copies required will be Standard Forn No. 
1048, 


b. Snter the serial nunber which shall be the 
nunber next succeeding the last nunber: assigned pur- 
suant.to Section VII, Part B, paragraph 2(b) of SRC-2, 
for the first voucher and continue thereafter in numer- 
ical sequence until the end of the fiscal year. 


c, The "D. 0. Voucher No." will be left blank 
as it will be filled in by the Disbursing Office. 


ad. Enter the words "Department of Agriculture, 
AAA State Office" (inserting the name of the 


State) after the letters mY oe he 


e. Enter the name of the city and State in which 
the State office is located after the word "Location", 


f. Insert the symbol number and title24/ of the 
special deposits account after the words "Appropriation 
or Fund", Soe 


& -4nter the nane of the payee (the person to 


whom the excess anount is being returned) after. the word 
Mott. ae 


h. Insert the words "In care of" followed by the 


name and address of the proper Association Treasurer af- 
ter the word "Address". 


23/ See Part III, Section A, paragraph 8, supra, 


24/ See Part III, Section A, paragraph 8b., supra. 
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i. Insert the abbreviation "Sch. of Col. No." 
followed by the schedule nunber of the Standard Forn 
No. 1044, Revised, upon which the ronmittance'‘was cov- 
ered into the special deposits account after the words 
"Deposit received fron the above naned Cepositer on!', 
The receipted date of the Standard Form No. 1044, Re~ 
vised, should follow this entry. 


Je Insert the information appearing in the col- 
urn entitled "Detailed Description of Purpose for which 
Collections were Received" on Standard Form No, 1044, 
Revised, after the words "for", 


k. Enter the total anount of the renittance 
deposited after the words "Anount of deposit gu, 


1. Insert the amount transferred to the ap- 
propriation account in accordance with paragraph 1 of 
this Section B after the words "Applied as explained 
in 'Renarks" -below', <3 


nm. Enter the difference between the anounts 
entered in accordance with sub-paragraph k. and 1. of 
this paragraph 2 (the amount to be returned to the de- 
positer) after the words "Balance authorized ‘to be re- 


funded gt, 


ne Following the word "Renarks' there should be 
inserteé@ a concise statement of the reason for returning 
the amount entered in accordance with sub-paragraph n. 
of this paragraph 2 to the depositer, The explanation 
should include the statenent that, as a result of re- 
turning the anount to the depositer, the anount entered 
in accordance with sub-paragraph 1. of this paragraph 2 
has been properly credited to the appropriation account. 


oO. Enter the date of preparation and the signature 
and title of the Certifying Officer in the spaces provided. 


3. Prepare an original and five copies of Standard Forn No. 1064, 
"Schedule of Disbursenents", as follows: 


a Enter the word "Agriculture" over the words 
"(Departnent or Establishment)", 


b. Enter the words "AAA State office" 
(inserting the nane of the S;ate) over the words 
"(Bureau or Office)", 


c. No entry shall be made over the words "(Date 


ei ae 


a Enter the words "G. F. Allen" after the word 


"By"! 3 


e. Enter the words "Chief Disbursing Officer'! 
over the words Natt or rank)". 


f. Enter the names of the city and State in 
mace the Disbursing Office is located over the word 
"(Station)", 


g- Enter the month and year in Hten it is an- 
ticipated that the voucher will be paid (not the month 
in which prepared) after the word "Period! . 


h. Enter the synbol number furnished by the 


Disbursing Office for this purpose after the VERN: "Syn- 
bol No." 


is inter the State code number followed by the 
letter "R" and the nunber next succeeding the last nun- 
ber assigned pursuant to Section VII, Part B, paragraph 
3(i) of SRC-2 for the first schedule used in connection 
with Standard Forn No. 1047 and contimue thereafter in 
numerical sequence until the end of the fiscal year, 


d- Enter the date the schodite is peers tee af- 
ter the word "Date!, 


k. No entry should be made in the colunn en- 
titled "Disbursing Officer's Voucher No." ~ 


l. Enter the serial nunber of the Standard Forn 
No. 1047 in the colunn.- entitled "Bureau or Office Vouch- 
er No," 


mn. Enter the nane of the ney ee as peace in 
Standard Forn No. 1047. 


n. Insert the symbol nunber of the special ‘de- dies 
posits account followed by the words "Sépcial Deposits" — 
in the column entitled "Symbol of Ee or Fund) 


0. Enter the amount to ba ni Hari to the renit- 
ter in the column entitled Meet ae 


Ds .p tke Certifying Officer should’ sign and enter 
his title in the spaces provided. 


4. The original and three copies of Standard Forn No. 1064, one 
copy of Standard Form No. 1048, Standard Form No, 1047, and the original 
and three copies of Standard Form No. 1046, Revised, nee prepared in 
accordance with paragraph 1 of this Section B) should be forwarded to 


A 2S - 


the Disbursing Office.. One copy of Standard Form No. 1064 should 
be stamped "Forward ‘to Records and: Accounts Section, Agricul tural 
Adjustment Administration, Washington, D. C.".- 


_ Sd. One copy of Standard Form No. 1064 should be transmitted 
to the State Accountant. ; a 


6. One copy ‘of Standard Form No. 1046, Revised, if prepared, 
should be forwarded to the Bookkeeping and Warrants Section, Treasury 
Department, Washington, D. C. | 


7. One copy of Standard Form No. 1046, Revised, if prepared, 
should be forwarded to the Accounting and Bookkeeping Division, Gen- 
eral Accounting Office, Washington, D.C. 


8. The Remittance Clerk should file one copy of Standard 
Form No. 1064 and three copies of Standard Form No. 1046, Revised, if 
prepared, in a pending file by schedule numbers, 


9. Two copies of Standard Form No. 1048 should be filed 
numerically by voucher numbers. 


10. The Disbursing Office, after a period of approxinately 
forty-eight hours fron the tine the schedule is received, will return 
one copy of Standard Forms Nos. 1046, Revised, if prepared, and 1064, 
The nee ees made thereon should be transcribed upon the file 
copies<5/ after verifying the correctness of the schedules. 


ll. Copies of the Standard Forms No. 1046, Revised, if pre- 
pared, and 1064 which were returned fron the Disbursing Office should 
be transmitted together with one copy of Standard Form No. 1048 and 
one copy of Form ACP-28 to the State Accountant. ; 


12. One copy of Standard Form No. 1046, Revised, if prepared, 
should be forwarded to the Office of Budget and Finance, Department 
Of. Agriculture, Washington, D.C, 


13. One copy of Standard Form No. 1064 should be placed in the 
file of Standard Forms No. 1048,.26/ 


14. One copy of Standard Form No, 1046, Revised, if Eee 
should be filed in the Clearance Unit by schedule nunbers.<? 


25] See paragraph 8, supra, 
26/ See paragraph 9, Supra. 
27/ See Part A, paragraph 3i., supra. 
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PART V, PROCEDURE FOR CANCELING TREASURY CHECKS 
A, WHERE CHECK IS HELD BY DISBURSING OFFICE 


1. When it has been determined that.a Treasury check which is 
held by the Disbursing Office should be canceled for any reason other 
than the death or incompetence of the payee, an original and six 
copies of Standard Form No. 1044, Revised, "Schedule of Collections" 
should be prepared as follows: 


a. Strike ae of the printed ee the word 
"COLLECTIONS" and insert immediately above and in 
lieu thereof the words "CANCELED CHECKS". 


dv. Baten the State and county code numbers 
in the ‘Space above the title. 


c, Enter the schedule number which shall he 
the number next succeeding the last number assigned 
pursuant to Section V, Part A, paragraph 1(c) of 
SRC-2, preceded by the letters "SRC", for the first 
schedule and continue thereafter in numerical se~ . 
quence until the end of the fiscal year; this number 
should be entered upon each sheet of the particular 
schedule. 


d. Enter the sheet number which®shall be 1, if 
there is only one sheet, or 1 of 2 sheets, 2 of 2 sheets, 
etc., if the schedule consists of two or. more sheets. 


e. Enter the word "Agriculture" over the words 
"(Department or Establishment)", 


f, Enter the letters "A.A,A."-followed by the 
name of the State in which the State office is located 
and the words "State office" over the words "(Bureau 
or Office)", 


g inter "G, F. Allen, Chief Meterer es Offi- 
cer" after the words "Received by". 


h,. Enter the name of’ the city and State in which 
the Regional Disbursing Office is, located after the word 
Natt, ; 


i, Enter the month and year in which the sche- 
dule is expected to be taken up by the Disbursing Office 


after the word "Period", 


j. Unter the symbol number furnished by the Dis- 


alee Office’br this: purpose after Wis words "D. 0. 
Symbol No." 


k, Insert the words "Check issued" in the first 
column in lieu of ‘the: printed title "Date Received", 
end enter in that column the date of the check, 


1. Insert the words "Check No." in the second 
column in lieu of the printed title "Receipt No." and 
enter in that column the serial mumber of the BES to 
be canceled.. 


m. Enter. the name of the payee ees exactly 
as it appears on the check) in the column entitled 
"Name of Remitter" and immediately thereunder enter the 
pies. "Voucher No." followed by the "Disbursing Offi- 
-cer's Voucher No." under which the payment represented 
by the returned Treasury check was LIM eh 


n.. Enter a brief statement of the reason for 
requesting cancelation, e.g., "payee not entitled" or 
payee overpaid", in the column entitled "Detailed 
Description of els Pes Which SRRNIS ste: Were Re~ 
ceived." 


o. Enter the emount for which the check was 
drawn in the column SR SEk NAnount", ; 


pe Enter thes Sate ead title of the appropria~ 
tim against which the check was drawn in the colunn 
entitled "Fund to be Credited"; this symbol and title 
of the appropriation is not required to be entered for 
each check listed. 


q. Enter the total amount of the check(s) in 
the fifth column after the word "Total"; this total is 
to be entered only on the last sheet when the schedule 
consists of more than one sheet. 


r. Enter a notation in the body of the schedule 
to the effect that every check listed thereon is held by 
the Disbursing Office. 


s. The date the schedule is to be forwarded to 
the Disbursing Office and the signature and title of the 
Officer in Charge should be entered in the lower right 
corner (the lower left corner is for the use of the Dis~ 
bursing Office); these cntries should be made only on 
the last sheet when the schedule consists of more than 
one sheet. 


t. The signature of the Officer in Charge necd 


Sobre 


be placed only on the original of the schedule pro- 
vided that a facsimile Signature is stemped, or the 
name of such Officer typed, on the copies. Oils UECial at. 
schedule. 


WU. “When. a a schodule consists of more’ than one 
sheet, the sheets” Comprising éach of the seven ane 
shoul be firmly stapled together. 


v. Attach the original copy of Treasury Form 
166444 (Revised), which has been signed by the Adminis— 
‘trative Officer in Charge, to Standard Form No. 1044, 
Revised, altered to be a Schedule of Canceled Checks, 
_,when forwarded to the Disbursing Office. 


2. Checksissued with respect to applications from different 
counties should be listed on separate schedules but all of the checks 
from one county which are to be. canceled may be listed on one schedule 
provided that not more than five sheets are required for the schedule. 
Checks drawn against a particular appropriation should not be scheduled 
for cancelation on the same schedule on which checks drawn against other 
appropriations are listed. 


Dy Standard oe 1044, Revised, as altercd to be a Schedule 
of Canceled Checks, should be distributed as follows: 


_@. The original and four copies shall be for- 
warded to the Disbursi ng Office. One of these copies 
Shall be stamped "Forward to’Records and Accounts — 
Section, Agricultural Adjustment Acninistration, Washing— 
Con, DetGell ; 


be. stwe. copies should be filed numerically in a 
pending file. 


c. The Disbursing Office, after a period of 
epproximately forty-eight hours from the time the 
“ schedule is received, will return one copy to the 
State office. 


gd. The information shown in the lower left 
corner of the copy returned from the Disbursing Office 
should be transcribed upon the two file copies after. 
verifying the cancelation of the checks scheduled. 


* The following information should be inserted 
in the orlatnel and two copies28/ of Form ACP~28, pre~ 
pared with respect to the canceled checks; 


(1) Enter the schedule: mmber of 
Standard Form No. 1044, Revised, efter the 
words "Schedule No. of Standard Form No. 
1044, Rev." 


28/ see also footnote 2, supra. 


w DT ow 


(2) Enter. the Disbursing Office 
voucher number under which the payment rep- 
“resented by ‘the ‘canceled check was certi- 
“fied arid - the date it was paid efter the 
“mtords D. O.. Voucher No." and "Date", res~ 
i reais AT - 
pede (3). Enter the symbol. number of the 
» fund credited and: the date shown in the ~ 
lower left corner. of Standard Form No. 1044, 
~ Revised, “after the vords 'Fand Credited! eae 
and "De tel, respectively. 29/" ‘ 


(4) <A concise statement of the ac- 

«> “tion ‘taken and proposed to be taken in. tho 
‘settlement of the case should be entered in 
‘the rem#ining blank space beneath the words 
(ee Talan",- If the canceled check was 

ssued pursuant to the 1937 Agricultural — 

Gonaeernt dn Progrem and involved a County 
Association Expense deduction, the statement . 

- should show the expense» deductions previaus-..; 
“ly charged under the epplication, the cor- 
_rect amount of County Association Expense 

which should have been charged, and the ad- 
“gustment. which must be made. The amount of » 
the adjustment shall be entered in the 


i statement.as follows; "Decrease deduction 
" 


(5) The Administrative Officer in 
Charge. should sign the original and- ue 
copies of Form ACP-28.30/ 


cies The copy returned from the nl Fi Cr eces 
accompanied by one copy of the completed Form ACP-28 
should be forwarded to the State ms tees hea 


ge “one copy of fe, gchedule showing the infor- 

mation transcribed thereon in accordance with sub- 
paragraph d. of this paragraph 3. should be forwarded to 
the Office of Budget and det aad past erane nt of Agri- 
culture, Washington, D. 0. 


h. One-copy pronid) ce: filed numerically by sche- 
dule numbers in the Clearance Unit within folders desig- 
nated: by the month and year in which the Standard Forms -: 
Now 1044, Revised, were stamped as received by the Dis- 
bare Office. 


29] No entry: is to be cede, after the words "Certificate of Deposit. o.! 


— 


30/ See also foot note 2, supra. 


SS 


i. If the canceled check represented a pay-— 
ment under the 1937 Agricultural Conservation Program 
involving a County Association Expense deduction, a 
copy of Form ACP=28 shouldbe: forwarded ‘to the Records 
end Accounts Section, Agricultural Adjustment Adminis- 
tration, Washington, D.C. #:. i. 4 ees 


B. CANCELATION OF GHEOKS HELD IN THE DISBURSING.OFFICE. DRAWN 
PAYABLE TO THE ORDER OF A DECEASED OR INCOMPETENT PAYER, 


1. Checks held in the Disbursing Office which were returned to 
that Office by reason of the death or. incompetence of the payee are to 
be cenceled in accordance with Part A of this Section V, except that: 


&@. Two additional copies of Standard Form No, 
1044, Revised, shall be prepared and forwarded to the 
Disbursing Office. These two copies shall be stemped, 
or bear a typed notation above the heading thereof, as 
follows; "Forward to _Preaudit Office", 


b. Checks drawn payable to a deceased or incon- 
petent payee shall be canceled without regard to whether 
Standard Form No. 1055 has been received in the State Office. 


-@. Checks scheduled for cancelation in accord 
encé with this Section B shall not be scheduled with 
checks scheduled for cancelation for any other reason. 


ad. The reason to be given for cancelation shall be 
"Payee deceased" or "Payee incompetent", whichever is ape 
plicable. tee 


e. Attach the original copy of Treasury Forn 
1664~A (Revised), which has been signed by the Adminis- 
trative Officer in Charge, to Standard Form No. 1044, 
Revised, altered to be’ a Schedule of Canceled Checks, 
when forwarded to the Disbursing Office. 


<» Upon receipt of an accomplished copy of* Standard Form No. 
1044, Revised, altered to road’ "Schedule of Canceled Cheeks", the State 
Accountant should be notified of the cancelation in the usual manner 
as indicated in Part V, Section A, peragreph 3f., hereof except that 
the copy of Standard Form No. 1044, Revised, which is furnished the 
State Accountant, together with e copy of Forn ACP-28, should bear a 
notation to the effect thet the amount of the canceled checks should 
be incymbered inasmuch as such amounts are reclaimable.z 


C. CANCELATION OF TREASURY CHECKS HELD BY GENERAL- ACCOUNTING OFFICE 
HOR REASONS OTHER THAN THE DEATH OR INCOMPETENCE OF THE PAYEE, 


1. When itvhas been determined that a Treasury check which has 
been forwarded to the General Accounting Office by thé Disbursing Of- 
fice 31/ should be canceled for any reason other than the death or in- 


31/ See Pert OP Section Ge paragraph 1, supra. > 


ee Pats 
competence of the Bepcest/ saat cea aries mey. be pe complished by 
the use of Form AAA-375, prepared in original and-at least two 
copiesge/, or by preparing a letter ‘for ‘the signature of the Adminis+ 
trative Officer in Charge, addressed to the Chief, Records Division, 
Check Section, General Accounting Office, Washington, D. C. Docu- 
ments or papers which form the basis of the request for cancelatiom 
of the check should not accompany the letter, or Form AAA~375, if 
prepared. The ‘letter should be prepared with an original and at 
. least two copies32/ end should be prepared in the ets gone res 
forms 


UNITED STATES DEPARTMENT OF AGRICULTURE: .  _° 
ee ULE aSs ADJUSTMENT AOMENTO TRATION 


iovoney ily 1988. 
Chief, Records Division, 
Check Section, 
General Accounting Office, 
Washington, D. C. 


oe vies 


Reference is made to 1937 Agricultural Conserva- 


tion Check No. -: | » drawn (date) , in the 


enount of $ =, by G, Fs Alien, Symbol : 
to the order of Eres , against 
appropriation Gi ical n 
According to the records of the State 


Office, Southern Division, Agricultural Adjustment Ad- 
ministration, the payee of the above described check is 
not entitled to the proceeds thereof by reason of prac- . 
tices adopted by him which tended to defeat the purposes 
of the 1937 ON Soe ol sae 


It is therefore Peauseued that the eopeect check 
be canceled and the proceeds thereof covered back into 
the epprepriation from which drawn, i.e., » 35/ 


“Respectfully, 


Administrative Officer in Charge. 


31a/ See Section D of this Part V : 7 
32/ Additional copies should be prepared, if necessary, in keeping with 
the requirements of the State office. 


33/ In the two places where the appropriation is mentioned in the let- 
ter, the full symbol and title thereof must be used. 
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<. On the first copy of the letter to the Chief, Records Divi- 
sion, Check Section, General! Accounting Office, or Form AAA-375, if 
prepared; there should be typed béneath: the words:Administrative Of- 
.ficer.in Charge" a notation to the efféct that the action taken in 
connection with the cancelation of the check should be inserted there- 
on andthe copy returned to the. Administrative Officer in Charge, The 
notation should be in the following’ general form: : 


Please return this..copy to: i.% -: 34/ ate 
with a notation as to: action taken. 


The letter, or Form AAA-375, should be given a schedule number in the 
Serics allotted to Standard Forms 1044, Revised, altered to be a Sche- 
dule of Canceled Checks, eam ; 


3« The original and one copy of the letter referred to, or 
Form AAA-375, if prepared, should be forwarded directly by the State 
office to the Chief, Records Division, Check’Section, Genoral Account~ 
ane Office, Washington, D.C: 8 


4, A copy of the.letter, or Form AM~375, if prepared, should 
be filed in the Ckarance Unit alphabetically by the name of tho payee, 
pending return of the copy by the General Accounting Office. 


Se Upon the return of the scopy from the: General Accounting Of- 
fice, the information noted thereon should be transcribed upon the file 


copy. 


6. Form ACP-28 .should be completed in the manner outlined in 
section A, paragraph 3(e) of this Part V, except that a notation should 
be made that the cancelation was effected by the General Accounting Of- 
fice in the space provided for the Schedule No. of Standard Form 1044, 
Revised. The date of cancelation should also be given. 


?. The file copy of the letter, or Form AAA-375, if prepared, 
upon which the notation as to action taken has been transcribed, togeth- 
er with a copy of Form ACP-28, should be transmitted to the State Ac- 
countent. : ae: 


8... The copy of the letter returned from the General Accounting 
Office should be filed in the Clearance Unit alphabetically by the name 
of the payee of the canceled check, 


¥. If the check represented @ payment under the 1937 Agricul- 
turel Conservation Program involving a County Association Expense de- 
duction, a copy of the completed Form ACP-28 should be forwarded to the 
Records. and Accounts Section, Agricultural Adjustment Administration, 
Washington, D. C. 


| 34/ The full name, title, and address of the Administrative Officer in 
Charge should be stated’ in the notation to avoid possible confusion 


in returning the copy. 


BL i 
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D. CANCELATION OF CHECKS-HELD IN THE. GENERAL ACCOUNTING: OFFICE, 
; DRAWN PAYABLE TO 10 THE 01 ORDER OF A DECEASED OR OR. TNGOMPSTENT PAYEE 


Le nee held in the rere i contine Office hice were re- 
turned to the Disbursing Office by reason of the death or incompetence 
of the payee may be canceled by addressing a memorandum, in duplicate, 
prepared for the signature of the Administrative Officer in Charge, to 
the Chief of Party, General Accounting Preaudit Office. Such memorandum 
Shoyld.be in the following general forn; 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION - 


(Date) 


Mr. John Doe, 
_ Chief of Party, © 
} General Accounting Proaudit Office, 
_Atlente, Georgia. 


Dear Mr. Doe: 


3 Reference is made to the) 1937 Agricultural Gone 

_ servation checks described herein which were returned 
to the Disbursing Office by reason of thé death or in- 
competence of the payees thereof, and’ subsequently 
forwarded by that Office to the Records Division, Check 
Section, General Accounting Office. 


The checks, drawn by G, F. Allen, Symbol ne 
against appropriation 1282215(21)2, etc., are described 
below and it is requested that action be taken by your. 
Office to effect cancelation of the checks listed, . 


Reason for 
. Die Ol Request. for 
Check No. Date Amount Payee Vou. No. Cancelation 


en et me ee ~~ See See Oe et ee ee ee ee ee ee 


a as eng UUs eed Greg abl oe ease oes ee ee Ses a org ap oe esl ae Pe pare wap U8 putes fp ms ces os ap ee 


Se ee ae ee ee ee ——— _—— ee es ee ee ee ee ee ee ee ee re es es ee 


When the checks described above have been can-,. 
celed it-is requested that this Office be so notified. 


Very truly yours, 


Administrative Officer in Charge. 
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2. The reason given for requesting cancelation shall be "Payee 
deceased" or "Payee incompetent", a is ieee 


3. The letter should be given 4 2 ceone cae ‘munber’ in: “the: ‘series 
allotted to Standerd Forms No. 1044, pid ge iy altered to be a , Schedule 
of Ganceled Checks, © 18 8G i 


-- The: Preaudit Office. of the: General nut ree Office WLLL 
notify. the State office when pai hate EY is ee Scape 


Bae Form ACP- 28 shentla us Soilleteas in the: manner sdhendnbee in 
Section A, paragraph 3c., of this Part V, except that a notation 
should be made to thé effect that the check was caénceled by the General 
Accounting Office. -Such notation shoudd appear in the: space provided 
for the schedule number of Standard Form No. 1044, Revised, The date 
of cancelation should: slso be given. 


6. Checks drawn to the order of deceased or incompetent, payees 
may be canceled by use of Form AAA-375, or a letter addressed to the 
Chief, Records Division, Check ‘Section,: General Accounting Office, as 
outlined in Section B of this Pert .V, provided that a notation is made 
thereon that such request for cancelation is to go forward through the 
General Accounting Preaudit Office. Discretion as to.:the use of either 
Form AAA-375, the letter to the Chief, Records Division, Check Section, 
General Accounting Office.,: or the’ memorandum. to the. Chief. of Party, 
General Accounting Preaudit. Office, will ordinarily;-be: controlled by 
the number of cases Peete at the time. ee is: Bio ta 


PART VI. PROCEDURE: 10 BE FOLIOWD IN CASES. INVOLVING THE, . 
NON-RECHIPT, LOSS, DESTRUCTION, OR. FO: 
TREASURY CHECK, 


A. NOTICH OF THE NO 1LRECEIPR, TOSS, DESTRUCTION, OR FORGERY OF A 
TREASURY OF OH GK. goth Me Ree eww: Bk Be Bees : 


1. The Treasury Department has exclusive jurisdiction over = a 
case involving the non-receipt, loss, destruction, or forgery of a Trea 
ury check and all questions arising in connection therewith must be re- 
ferred directly to the ‘Disbursing Office: fram which :the check was issued 
without delay or investigation by the administrative office or offices to 
whose attention the matter may be brought... .- -.-- os 


&. Whenever any chatiae is lost, stolen or en tna sae ihe payee, to 
protect his interest, should immediately notify the ae ee Office over 
his pape end eddress, giving, if ET oe Sete 


the date My bit toh we Ss argh 


{@ 
e 


be the ee of the eae 
ce. the amount for which the check was drawn, and 
ad. request that payment. be stopped. 
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3. If the original check is recovered. beford the issuance of 
a check to replace the forged one, the Disbursing Office should be 
requested by the payee to remove stoppage thereon and the check should 
not be negotiated until one week thereafter. In the event that a 
duplicate check has been issued prior to the recovery of the original 
check, the original check should be returned to the Disbursing Office. 


4, When the Stete office is notified Say a Treasury eee has 
been lost, stolen, destroyed, or forged, the person giving such infor- 
mation should be advised that. the case is being. referred to the Dis- 
bursing Office for appropriate action and that future inquiries should 
be directed to that office. The correspondence received in connection 
therewith should be forwarded immediately.to the Disbursing Office. 


B. ADMINISTRATIVE REPORTS IN CONNECTION WITH FORGED TREASURY CHECKS 


1. In certain instances involving forged checks, the Treasurer 
of the United States will transmit to the State office through the 
Disbursing Office, a form letter requesting information as to whether 
any reason exists why the payee should not receive a check in. the 
amount originally certified. The Treasurer will state whether payment 
has been'made by the Treasury Department on the alleged forged check 
or whether payment of the check wes declined by reason of the forgery 
and this distinction shall be observed carefully in complying with the 
provisions of the succeeding paragraphs. 


2. Upon the receipt of the form letter referred to in paragraph 
1 of this Section B, the Remittance Clerk shell determine "whether any 
overpayment exists in the account of the above named payee or whether 
there is any other reasm why settlement should not be made" by 


. a. checking the register and listing of indebted- 

ness to determine whether the payee has been added to the 
list subsequent to the approval of his voucher by reason 
of his indebtedness to the Agricultural Adjustment Admin- 
istration (indebtedness to other agencies of the Govern- 
ment shall be disregarded and no set-off made), 35/ 


b. examining correspondence and case files since 
notice of an Overpayment may have been received, and 


Ce examining the file copy of. the. computation 
schedule and related papers to verify the correctness of 
the previous certification of the pe eyment. 


&. If no reason exists why settlement should not be made to the 
payee in the amount originally certified, i.e., the payee is not indebt- 
ed to the Agricultural Adjustment Adninistration and no overpayment has 
been made, an undated letter for the signature of the Acting Director of 
Finance should be prepared with the,original on letterhead stationery of 


35/ See SRC-103, Part VI, Section B. 
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the Office of Budget and Finance, Department of. Agriculture, and five 
copies on regular copy paper and addressed. to the Treasurer of the 
United States, Accounting Division, Washington, D. C. 
a. If the letter from the Treasurer indicates 
that the check was not paid by the Treasury Department, 
the letter should be in the following general form; 


_ UNITED STATES DEPARTMENT OF AGRICULTURE ; ; 
OFFICE OF BUDGET AND FINANCE. 
WASHINGTON, D, .. 


Treasurer of the Unitea States, 
_ Accounting Division, 
. ‘Washington, D. GC. ” 


ae . This is in reply to your letter of. Ce s5/ 

relative to check No. _* , dated Sone, 

for $ , drawn by G. F, Allen, Symbol : # 
to the order of <a ae la ise) a nation sins 

payment of which was declined on account of en alleged 


forged endorsement of the payee's name, 

_ An exemination of the records relative to the 1937 
Agricultural Conservation appli cCatlonie es mee : 
executed by this payee, discloses the fact that no over- 
‘peyment exists in the account of this payee and there 
appears no reason why settlement should not be made with 
J wees Hage 1) oe Sekt Dee emOun peo CEs ee pro- 
vided that such person has not received the proceeds of the 
original check, ae tee, ani re 5 


Respectfully, 


Acting Director of Finance. 


be If the letter from the Treasurer indicates 


that the check was paid by the Treasury Department and re- 
covered through the endorsers, the letter should be in the 
following general form: . . : 


36/ Insert the Treasury Department file reference, 


okt esi 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGION, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. CO. 


Sirs 


This is in reply to your letter of Goby! 
relative to check No. 6. thos Crofts Se earn ae 
LOT esos , drawn by G F. Allen, Symbol __ : 
to the order of er ee ; 
the amount of which has been recovered through the en- 
dorsers beceuse of the forged endorsement of the payee's 
nare . 


An exeminetion of the records reletive to the 1937 
Agriculturel Conservation spplication___ ; 
exceuted by this payse, discloses the fact that no over 
payment exists.in the account and there appoers no reason 
why settlement should not be made with : 
in the amount of $ __ _, provided that such person has 
not received the proceeds of the originel check. 


Respectfully, 


Acting Director of Finance. 


ec. The Administrative Officer in Charge should ini- 
tial all copies with the excepticn of the first copy and his 
full neno and address should be typed on all copies with the 
exception of the first copy. The original and first four 
copies (including the one which has not been initialed end 
from which the name and address of the Administrative Officer 
in Charge have been omitted) of the letter should be forward- 
ed to the Director of the Southern Division. 


4, If tho allegedly forged check represents an overpayment 
certified to the payce and the check was not paid by the Treasury De- 
partment, the procedure outlined in paragraph 3 of this Section B is 
applicable with the following exceptions: 


37/ Insert the Troasury Department file reference. 
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a. The letter (original and five copies) 
for the signature of the Acting Director of Finance 
should read as follows; 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICH OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


Sirs 


This is in reply to your letter of _( )38/ 
relative to check No. ee. re eee 
fonecs. __. drawn by G. F, Allen, Symbol "7, 
togtha/ orders 0? (aaa eee ise 5 
peyment of which was declined on account of on alleged 
forged endorsement of the payec's name, 


no 


An exemination of tho records relative to the 1937 
Agricultural Conservetion application, | » executed 
by this payee discloses the fact that an overpayment 
exists in the account of this payoo. It is requested that 
the above described check be transmitted to the General 
Accounting Office in order that proper settlemont may be 
made. An administrative report, relative to the account 
of this payee, has been prepared by this Office and is 
being transmitted to the General &4ccounting Office, 


Respectfully, 


‘Acting Director of Finance. 


be An original and four copies of Form AD-42 should 
then be prepared in the following generel form: 


—_-——_—— 


38/ Insert the Ireasury Department file reference, 
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AD~42 
- UNITED STATES DEPARTMENT OF AGRI CULTUR: 


- OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. ©. 


Generel Accounting Office, 
Claims Division. 


The accompanying account of John Doe, ; 
Strect,_ Lene Wk Leh lths -etet2 ont at epplication 
number  _—s_—s—i«ys_ has received administrative cxamina- 
tion in this department and is transmitted to you for 
settlement. 


Amount claimed 4» $200.00 
Differences explained below 20.00 
Approved for 9100.00 


Appropriation 1282215(21)2, Conservation and Use of Agri- 
cultural Land Resources, Department of Agriculture, 1938 
(AAA) (Conservation Payments) $200.00. 


According to the records of the_ __ State 
Office, Southern Division, Agricultural Adjustment Ad- 
ministration, the payment to the above named claimant 
was Originally certified for an amount $20.00 in excess 
of that due by reason of an error in computing Practice 
No. 2 at the rate of $2.00 per acre rather than at the 
rate of $1.50 per acre. Payment is approved for $180.00 
in accordance with the attached documents. The Treas- 
urer of the United States is being reQuested to forward 


check No. Mrictods tates (%,) for $ : 
drawn by-G.e es. Gllen; Symbol No.2) ©) 9%, to)-tho or- 
dérsofe Jonnepod S08 Vouchor No. he 2 » to the 


Claims Division, General Accounting Office. 


Respectfully, 


Acting Director of Finance. 


ce The full nome: and address of the Administra- 
tive Officer in Charge should bé entered upon all copies 
of Form AD-42 and the Officer in Charge should initial 
two copies of Form AD-42 beneath the words "Acting Di- 
rector of Finance!'. The name, title, and initials of 
the Administrative Officer shall not appear on the origi- 
nel of Form AD-42. 


d. Form ACP-28 should be prepared as outlined in 
Part II, Section B, paragraph 5 and Part V, Section A, 
paragraph 3(e) hereof. 39/ 


e. ‘The orieinal and four copied’ (iricluding the 
one which has not been initialed and from which the 
name and address of the Administrative Officer have been 
omitted) of the letter to the Treasurer of the United 
States and the original and three copies of Form AD-42 
should be forwarded to the WEE ie Ie of the Southern. 
Division. 


f. File the copy of the letter to the Treasurer 
of the United States and the copy of Form AD-42 which 
were retained.in the State office, and the copies there~ 
of returned to the State office, alphabetically in. order 
that, in the event of an inquiry, the payee may be advised 
of the action taken. 


Se Upon the receipt of Form AAA-~367 


(1) insert the apa, taken by the 
General Accounting Office and the Certifi- 
cate of Settlement number in Form ACP-28 
under the heading "Action' Taken"; 


(2) forward one copy of Form AAA-367 
and a completed copy of Form ACP-28.to the 
State Accountant; 


(3) notify the county office by let- 
' ter of the Certificate of Settlement number, 
the amount of the overpayment covered back _ 
into the appropriation,: and the: amount, if 
any, paid directly to the applicant: 


' (4). enter the Bureau Voucher Numbor 
under which the check in questioqn was. drawn 
and the Certificate of Settlement number of 
Form AAA~367 on the copies of the letter to 
the Treasurer of the United States and Form 
AD-42 and 


(5) if the overpayment involves an 
adjustment in the County Association Expense 
deductions, forward one completed copy of 
Form ACP-28 to the Records and Accounts Sece 
tion, Agricultural Adjustment Administration, 
Washington, De Co 


39/ Form AGELoBA shall not be prepared. 


ERS 


am Se the allegedly forged check represents an overpayment to 
the payee and the letter from the Treasurer of the United States indi- 
cates that the check was paid by the Treasury Department and recovered 


through the endorsers, the procedure outlined in paragraph 3 of this 
Section B is applicable with the following exceptions: 


a. The letter for the signature of the Acting 
Director of Finance should -be prepared with an original 
and five copies in the following general forn: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


Sir: 

This is in reply to your letter of _ ( )40/ 
relative to check No. , dated ; 
for $_ , drawn by G. F. Allen, Symbol : 


to the order of » the amount 


of the forged endorsement of the payee's name. 


An examination of the records relative to the 1937 
Agricultural Conservation application, + 
executed by this payee, discloses the fact that an over- 
payment of $ , exists in the account of this payee 
and as a result thereof the payee is entitled to $ 41f 
It appears that settlement should be made with a; 
in the anount of $ ,41/ provided that such per- 
son has not received the proceeds of the original check and 
that the amount of $ ,42/ should therefore be de- 
posited to appropriation ° 


f It is further requested that this office be notified 
when this action has been taken in order that the records 
nay be completed. 


Respectfully, 


keting Director of Finance 


40/ Insert the Treasury Departnent file reference. 
41/ Insert the difference between the amount of the check and the overpayment, 
42/ Insert the amount of the overpayment. 


RD. 


. b. If the payee was not entitled to any part 
of the alleged forged check which was paid by the 
Treasury Department and recovered through the endorsers, 
the letter should be in the following general form; 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE | 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 


Washington, D. Ce 5 
Sirs 
This is in reply to your letter of ( )43/ 
relative to check No. _, dated ; 
for $ , drawn by G. F. Allen, Symbol __, 


to the order of 

the amount of which has been recovered through the panos 
sers because of the forged endorsement of the payee's 
name. 


An examination of the records relative to the 1937 # 
Agricultural Conservation application » executed 
by this payec, discloses the fact that the payee is not 
entitled to any portion of the proceeds of the above check. 
The amouht of the check should therefore be deposited to 
appropristion ° 


It is further requested that this office be noti- 
fied of the action taken in order that the records may be 
completed, 


Respectfully, 


Acting Director of Finance. 


ce. The procedure outlined in sub-paragraphs a. 
Selle; “and g&- Of paragraph 4 of this Section B are eee 
plicable except that there will not be a copy of Form 
AD-42 end a notice from the Treasury Department will be 
received in lieu of Form AAA-367. 


43/ Insert the Treasury Department file reference. 


PART VII. PROCEDURE TO BE FOLLOWED WHEPE THE DISAPPUARANGE 
OF THE PAYEE CAUSED A TREASURY CHECK TO BE EETURNED 


A. ATTEMPT.TO LOCATE PAYEE AND REQUEST FOR CHECK RETURNED TO THE 


DISBURSING OFFICE 


l. If the address of a payee is unknown to the Association 
Treasurer, every effort should be made to locate the payee by writing 
or making inquiry of his friends, neighbors, the postmaster, or 
others able to ascertain his new address before the check is returned 
to the Disbursing Office. Attempts to locate the payee, however, 
should not cause the check to be held longer than twenty-one days by 
the Association Treasurer .44/ 


ee The return of the check to the Disbursing Office does not 
relieve the Association Treasurer of the necessity for determining 
the location of the payee and an effort toward that end should be con- 
tinued in the manner which the CARGOES AT GgS of the case would reason- 
ably secm to require, 


. Se In the event the payce is located aftor the check has been 
returned to the Disbursing Office, the payee should submit a written 
request for the check over his signature to the State office setting 
forth ‘ 


ae the application serial number, 


be. the amount of the check; 


Ce. & representation that he is entitled 


to the payment, and 
d. his present address. 


4. The county agent, or a member of the county committee for 
the county from which the application originated, or the county agent 
from the county in which the payee resides, should certify that the 
person presenting the claim is entitled to the payment and that his 
address is correctly stated, 


B, REQUEST FOR CHECK HELD BY DISBURSING OFFICE 


1. Upon the receipt by the State office of a request45/ from 
the payee for the return of a Treasury check held by the Disbursing 


44] See Treasury Department, Division of Disbursements, Form No. 1721 

~ and ACP-Letter No. Gu, tasucd December 7, 1937, by Mr. Gs Fs. Allen, - 
Chief Disbursing Officer. 

45 / If the check is held by the Disbursing Office and the State office is 

- gatisfied thet the claim is made in behalf of the propersparty,,.the 
requirement of a statement from the payee may be waived. This provision 
is not applicable if the check is held by the General Accounting Office, 


Ie 


Office, the computation schedule and related forms should be examined 
to determine whether the proceeds of the check are due the payee, 1s, 
whether an overpayment has been made in his account or he is reported 
as indebted to the Agricultural Adjustment Administration (other 
agencies of the Government are to be disregarded), or for any other 
reason payment should not be made as originally certified. If-an over- 
payment has been made, the check shall be canceled and handled in ac~ 
cordance with procedure outlined in Part VIII, Sections D or BE hereof. 
If the payee is indebted to the Agricultural Adjustment Administration, 
the procedure -outlined in SRC~103, Part VI, should be followed. If 
the payment should not be made for reasons other than the ones enumer— 
ated above, the case should be referred to the Director of the South- 
ern Division for a decision with reference thereto. 


ee If the check is to be remailed to the payee, such action 
should be requested by marking the sppropriate block on Treasury Form 
1664—~A (Revised) and entering in the space provided the name and pres~ 
ent address of the payee on the original and two copies. The first 
copy should be signed and the original and second copy initialed by 
the Administrative Officer in Charge and the three copies returned to 
the Disbursing Office 0452/ 


3. The remaining copy of Treasury Form 1664~A (Revised) ate 
tached to the case file should bear the samo information *s is shown 
on the copies returned to the Disbursing Office and should be placed 
in a closed file alphabetically by payees! names. 


4. Form ACP-28 should be completed and filed as follows: 


a. File one copy in the Clearance Unit by State 
and county code and application serial numbers with the 
request of the applicant for the checks. 


b. Forward one copy to the county gent to 
notify him that the Disbursing Office has bce n requested 
to mail the check to the payee. 


Ce File one copy with the conpuba ition schedule 
and related PAPET Se 


C.. REQUEST FOR CHECK HELD BY GENEFAL ACCOUNTING OFFICE 
a 


1. When the payee of a check could not be located by the Assoe 
ciation Treasurer thereby causing the check to be returned to the Dise 
bursing Office and the payee makes a request for the return of the: check 
after it has been forwarded to the General Accounting Office; the pro- 


cedure outlined in Section B, paragraph 1, of this Part Vll - shallane 
followed, 


45a/-If the action "Held-Whereabouts Unknown" has been indicated to the 
Disbursing Office in xecordance with Part II, Section C, paragraph 3, supra, 


only the original —=mt-one-copy is to be returned to the Disbursing Office 
in making final settlement, 


a ae 


2. If no reasons exist why settlement should not be made with 
the payee as originally certified, an original and four, copies of Forn 
AD-42 should be prepared in the following: general forny. 


AD-42 


UNITED STATES DEPARTMENT OF AGRICULTURE 
-OFFICH, OF BUDGET AND FINANCE 
WASH INGTON, De. Ce 


General Accounting Office, 
Claims Division. 


. The accompanying46/ account of John Doe 
Street, ; application 
number has received administrative ex- 
amination in this department and is transmitted to you 
for settlenent.47/ 


Anount claimed $200.00 
Differences explained below 
Approved for 200.00 


Approprirtion 1282215(21)2, Conservation and Use of Agricul- 
tural. Land Resources, Department of Agriculture, 1937 (AA) 
(Conservation Payments) $200.00 


According tov the records of the i State 
Office, Southern Division, Agricultural Adjustment Ad- 
ministration, the claimant is entitled to the proceeds 


of Check No. dram, 4s : 
in the amount of $ Eye lent” Symbol 

No. fe Loe bwemorcder toi John Does DBD. O. Voucher 
No. - Kindly forward the check to the clain- 


ant in accordance with his request which is attached. 


Respectfully, 


Acting Director of Finance. 


The full name and address of the Administrative Officer in Charge should 
be typed on all copies and he should initial two copies beneath the 
words, "Acting Director of Pinance". The nane, title, and) initials of 
the Administrative Officer shall not appear on the original. 


46/ If the clain fron the payee or other papers will not be attached to 
Forn AD-42, the word "accompanying" should be deleted. 
47 | If the claim from the payce or other papers will not be attached to 
~ Forn AD-42, the words “and is transmitted to you for settlement" 
should be deleted. 


- 44 ek 


3. ‘The origiml and three copies of Form AD-42, including the 
two initialed copies, the statement signed by the payee, and the cere 
tificate of the county agent should be forwarded to the Director. The 
other material should be handled in accordance with the procedure out- 
lined in parographs 2, 3, and 5 of Section B of this Part VII, with 
the exceptions thrt a copy of Form AD-42 should be filed alphabetically 
by payees! names and the duplicate copy of Treasury Department Form 
1664~A (Revised) should be attached thereto. 


4. One dated copy of Form AD-42 will be returned to the State 
office by the Director of the Southern Division and should be filed with 
the copy of Form ACP-28, which is retained in the Clearance Unit, in 
order that, in the event of an inquiry, the payee may be notified of the 
date the clain was forwarded to the General Accounting Office. 


5. <A notice of the disposition made by the General Accounting 
Office of the clain will be furnished the State office by the Director 
and should be filed with the copy of Form ACP-28 which is retained by 
the Remittance Clerk, 


6. In the event additional information is requested by the Clains e 
Division, General Accounting Office, reply to that office should be pre- 
pared in sextuple (original on letterhend paper and five copies on . 


regular copy paper) on stationery of the Office of Budget and Finance, 
Department cf Agriculture, for the signature of the Acting Director of 
Finance. The.Officer in Charge should initial all copies with the exe 
ception of the first copy beneath the words "Director of Finance" and 
his full nane and address should be typed on all copies with the ex- 
ception of the first copy. The original and four copies (including the 
one which has not been initialed and fron which the name and address of 
the Administrative Officer have been omitted) of the letter should be 
forwarded to the Director, . 


PART VIII. PROCEDURE TO BE FOLLOWED WHERE AMOUNT oF 
PAYMENT UNDER AN APPLICATION IS INCORRECT 


i 


1. When a Treasury check has been issued for less than the amount. 
due because of en error in the application and the payee nakes clain for 
the balance due, the application and supporting forns which substantiate 
the clain must be executed in the manner prescribed for .the execution of: 
any original forms except that: 


ae The serial numbers thereof nust. be the sane 
as those assigned to the original forms followed by the. 
word "Adjustnent", a 


b. The application need not be signed by persons 
not affected by the claim, but the interest of every per- 
son, whether affected or not, must be shown, 


SS 


c. The signature of the supervisor may be omit 
ted if he has been discharged and there is submitted a 
statement to the effect that the claim is made on the 
basis of his corrected records. Neither the statement 
nor the signature of the supervisor is required if the 
adjustment application involves changes in data other 
than performance data. 


de The application must be accompanied by an 
explanation from the claimant(s) in the form of a state- 
ment, in duplicate, which sets forth the circumstances 
of the case, the administrative number of the voucher 
by which payment was originally certified, and requests 
the payment of the balance due. The statement must be 
signed by every person who signed the adjustment appli- 
cation. The supervisor and county committeeman who 
signed the original application and the county agent 
must approve the statement. 


e. An adjustment computation schedule should be prepared with 
respect to the adjustment application on the basis of the prevailing 
rates of payment. The amounts of the class I and class II payments 
and the total payments due *11 of the parties should be circled. The 
adjustment computation schedule should be compared with the copy. of 
the computation schedule previously prepared in connection with the 
original applicaticn to determine that the adjustment application will 
result in an increased paynent and whether the amounts certified for 
the other applicants have been altered thereby. If it is found that 
the persons affected adversely by the increased payment have not 
signed the application, the claim may not be allowed until the neces— 
sary signatures are secured or a statement satisfactorily explaining 
the inability to secure the additional signatures is received. The 
persons adversely affected must refund the amount of any overpaynent 
received by them. If a refund is not secured, an indebtedness must be 
certified against the overpaid applicant. 


Se The amounts of the class I and class II payments and the 
total payments respectively for the individual applicants, as conputed 
under the original application should be subtracted from the correspond 
ing amounts conputed under the adjustment application and the differ- 
ences entered beside the circled amounts in the adjustment computation 
schedule .48/ 


4, Vouchers and Schedules of Disbursements should be prepared 
in accordance with procedure for regular applications with the except— 
ion that one additional copy should be prepared for the files of the 


48/ When an initial payment and a final payment were made under the 

- original. applic tion, pursuant to the provisions of the 1936 Agri- 
cultural Conservation Progran, the amount of the final paynent shall 
be added to the amount of the class I payment and total payment 
shown on the computation schedule prepared for the original appli- 
cation and deducted from the corresponding amounts computed under 
the adjustment application. 
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Clearance Unit. Adjustment applicetions should not be scheduled with 
other applications. 


5. The adjustment application and the original of the related 
adjustment computation schedule, the original of the statement of ex» 
planation referred to in paragraph 1 of this Section A, and the usual 
number of copies of the vouchers and schedules of disbursement should 
be forwarded to the Preaudit Office of the General Accounting Office, 
accompanied by a memorandum in which the previous amounts certified 
are identified by reference to the former numbers, dates, and smounts 
of the checks and the "Disbursing Officer's Vouchor Nunver," and the 
date under which the ~pplication was previously paid, If an appli- 
cant who was adversely affected by the application has not submitted 
a refund, the statement must include an explanation of the action 
taken to effect collection and state that the applicant has been placed 
on the debtor list. 


6. The material not sent to the Preaudit Office of the General 
Accounting Office should be routed to the approprinte files in accord 
ance with procedure relating to regular applications. 


7. The naterial received.in connection with the claim should be 
placed in the approprinte files and the county agent notified of the CX= 
ceptions taken to the claim for: an additional payment. which may not be 
allowed. <Any payments which have been withheld pending the settlement 
of the claim which has not been allowed should be released in accord— 
ance with existing procedure. 


B. PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF TREASURY CHECK IS LESS 
THAN THAT AT DUE DUE BECAUSE OF OF ERROR IN STATE OFFICE 


1. A claim for an amount due under an application which has 
been erroneously scheduled or computed by the State office should be 
nade in the forn of a direct request therefor over the signature and 
present address of the applicant affected accompanied by a copy of the 
application under which the clain is made and a certificate of the 
county agent to the effect that the copy is a true anc correct copy 
of that copy of the application which is on file in his office, 


2e The copy of the original application should be compared 
with the related forms to determine that the claim is not based upon 
an error in the execution of the original application which would re— 
quire the procedure outlined in Section A of this Part VIII. 


Se An adjustment computation schedule should be prepared in 
accordance with the procedure outlined in Section A, paragraphs 2 and 
3 of this Part VIII. Payment may be made only to the applicant(s) 
making a claim therefor. 


4, Vouchers and Schedules of Disbursoments should be prepared 
in accordance with procedure outlined with respect to regular applica 
tions with the exception that one additional copy should be prepared 
for the files of the Clearance Unit. This payment should not be sche- 
duled with other applications. -. : 


4) 
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5. The: copy of the application and the original of the related 
adjustment computation schedule, the certificate of the county agent, 
the original of the written request of the applicant, and the usual nun= 
ber of copies of the vouchers and schedules of disbursements should be 
forwarded to the Preaudit Office of the General Accounting Office ace 
companied by a memorandum to that office in which the previous anount 
certified is identified by reference to the number, date, and amount of 
the check and the "Disbursing Officer's Voucher Nunber" and the date 
under which the origiral application was paid. 


6. The material not sent to the Preaudit Office of the Gencral 
Accounting Office should be routed to the appropriate files in accord- 
ance with existing procedure, 


7%. When the error alleged cannot be found, the material should 
be filled and the county agent and the claimant notified of the except 
jons taken.» Any paynents which may have been withheld pending the sete 
tlement of the disallowed claim should be released in accordance with 
existing procedure. 


8. If the error in the State office which caused the claimant 
to be underpaid resulted in an overpayment to one or more of the other 
applicants, -a complete statement as to the nature of the error, the 
action taken toward collecting the overpayment, and, if the person re~ 
ceiving the overpayment has not refunded the sane, a statement to the 
effect thatsan indebtedness has been certified xgainst the overpaid 
applicant must accompany the adjustnent applicaticn to the Preaudit 
Office of the General Accounting Office. 


Ce PROCEDURE TO BE FOLLOWED WHERE A TREASURY poeee HAS BEEN RETURNED 


IN CONNECTION WITH PAN ENT MADE FOR LESS THAN AMOUNT DUE 


1. The naterial49/ which has been submitted in connection with 
the return of a Treasury check which was issued for less than the amount 
duc should be cxanined and an adjustment computation schedule prepared 
in accordance with Sections A or B of this Part VIII, whichever is ape 
plicable. 


2. The returned Treasury check should not be canceled but 
should be returned to the payee in the manner cutlined in Sections B or 
GC of Part VII, hereof, whichever is applicable. 


3, The material should be forwarded to the Preaudit Office of 
the General Accounting Office in accordance with Section A, paragraph 5, 
or Section B, paragraph 5 cf this Part VIII, whichever is applicable. 


D. PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF THE RETURNED TREASURY CHECK 
IS IN EXCESS OF THAT DUE BECAUSE OF ERROR IN APPLICATION 


le The adjustment application and related forms submitted in 


ao. Sco Soctions A and B, supra. 


er FAS tae 


connection with a Treasury check which has been returned because it 

is in excess of the amount due through an error in the original appli- 
cation should be prepared in the manner prescribed for any original 
forms except that: | 


a. The serial numbers:-thereof must be the same as 
those assigned to the aes forms followed by the word 
SEIS 


. hg The applicant(s) need not sign the adjustment 
application. 


c. The signature of the supervisor nay be omitted-: 
if he has been discharged and there is subnitted a state- 
ment to the effect that the claim is made on the basis of 
his corrected records. Neither the statement nor the sig- 
nature of the supervisor is required if the adjustment in- 
volves changes in data other than performance data. 


2. An adjustment computation schedule should be prepared with 
respect to the adjustment application on the basis of. the prevailing 

rates of paynent and the amount of the class I and class II paynents 

and total paynents for the CEPR eae not affected thereby should be 

circled.50/ - 


3. The Vouchers and Schedules of Disbursements should be pre- 
pared in accordance with procedure outlined for regular applications 
with the exception that one additional copy should be prepared for the 
files of the Clearance Unit. The adjustment application should not be 
scheduled with other applications. 

4. The Treasury check(s) returned in connection with the clain 
should be canceled as outlined in Part. V hereof. 


5. The record of the disposition of the checks should be enter- 
ed on the reverse side of the original and remaining copies of Treasury 
Form 1664-A (Revised). The original of Treasury Form 1664-A (Revised) 
should be placed in the closed Pi1eSl/ and the duplicate copies thereof 
stapled to the original computation schedule. 


50/ When. checks representing the initial payment and final payment have 
been issued to the claiming applicant pursuant to the 1936 Agri- 
cultural Conservation Program and.one of the checks has not been 
returned, the anount of the paynent represented thereby should be 
deducted from the amount of the class I payment computed as outlined 
in 2 above if the unreturned check is a final payment and from the 
class I and class II paynents proportionately if the unreturned check 
is an initial payment. The deduction should be referred to by the 
nunber, amount, and date of the check and the "Disbursing Officer's 
Voucher Nunber" and date under which the original application was 
paid. . 

51/ See Part II, Section C, aoeen 


Age. 


6. The adjustment application and the original of the related. 
adjustnent computation schedule, the original of the staternent of ex- 
. planation, one copy of Forn ACP-28 with respect to each ‘canceled check, 
and the usual nunber of copies of the vouchers and schedules of dis- 
bursenents should be transmitted to the Preaudit Office of the General 
Accounting Office, ~" ae: 3 . 


7. The material not sent to the Preaudit Office should be routed 
to the appropriate files in accordance with existing procedure. 


8. <A copy of Forn ACP-28 should be filed by State and county 
code and application serial numbers in the Clearance Unit. 


9. <Any paynents which nay have been withheld pending the settle- 
nent of the disallowed claim should be released in accordance with 
existing procedure and the Treasury checks returned to the Disbursing 
Office in connection with but which were. not involved in the overpayment 
should be released in accordance with the procedure outlined in Part VII 
hereof. | 


EH, PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF RETURNED TREASURY CHECK 


IS IN EXCESS OF THAT. DUN BHCAUSH OF SREOR IN STATE OFFICE 


1. When a Treasury check has been returned because of an error 
in conputing or scheduling the paynent by the State office, a copy of 
the original application should be prepared (the signature of the ap- 
plicants, county committeeman, the county agent, and the supervisor are 
not necessary). is : | 

2. <A corrected computation schedule, thé necessary copies of 
vouchers and schedules of disbursements should be prepared and the copy 
of the application completed. in accordance with the instructions con- 
tained in Section D, paragraphs 2 and 3 of this Part VIII. 


3. The Treasury check(s) returned in connection with the claim 
should be canceled as outlined in Part V hereof. : 


4, Treasury Forms 1664-A (Revised) should be filed in accord- 
ance with Section D, paragraph 5 of this Part VIII. 


5. The case should.be routed to the proper offices in accord- 
ance with paragraphs 6 and.7 of Section D of this Part VIII, whichever 
is applicable. 


F, PROCEDURE TO BE FOLLOWED WHERE REMITTANCES OTHER THAN TREASURY CHECKS 


a 


ARE RECEIVED IN CONNECTION WITH A PAYMENT MADE IN EXCESS OF AMOUNT DUE 


1. When a remittance other than a Treasury check is received 
because a payment was made in excess of the amount due, the material. 
submitted should be examined in accordance with Sections D or E of this 
Part VIII, whichevor is applicable. . 


ec. The remittance should be scheduled for collection to the 


eeu 


credit of the appropriation account if it is determined that the amount 
of the remittance is the exact difference between ‘the amount due and 
the amount paid or not in excess thereof, 52/ and a copy of Form ACP-28 
should be filed with the adjustment application and adjustment Sp ey 
tion pCueneee. 


3. If it is found that the refund is less than the amount due, 
the county agent should be Sei of the amount and a to se 
cure -the Cee sum. oti 


4, The remittance should be scheduled for collection to the cre- 
dit of the special deposits account53/. if it is determined that the. s 
amount of the remittancé is greater than the difference between the 
amount due the applicant and the amount paid him or that no. eee should 
have been made by the applicant under the application.-. 9. =: r 


5s ae eer the amount of the refund due has ee deeceneread this 
anount should be transferred to the appropriation account and the bal- 
ance of the remittance, if any, refunded to the depositor.54 A copy 
of Form ACP-28 should be filed with the adjustment ee ae and ad- 
justnent computation eC Heae Se ea. > 


PART IX, PROCEDURE TO BE FOLLOWED WHERE NAME OF PAYEE Is 


- ‘Reta into CaCl Cana i Pee Cee eee 


WRITTEN INCORKECTLY OR ERRONEOUSLY PLACED ON gees f) 


Ae TREASURY . CHECK supa BECAUSE OF ERROR IN APPLICATION 


1. When a Treasury check is returned because the payee Beeeny 
therein is not entitled to the check and the payee was erroneously shown 
in the application (see SRC-1, Section V, Part A), the application and 
supporting forms which support the claim nust be executed in the manner 
prescribed for the execution of any original forns with the exception 
that oo TRS 

a, the serial numbers (hecegs must be the same 
as those assigned to the original forms followed ‘by the 
‘ word "Adjustment", 


b. the application is not required to be signed 
by persons not affected by the claim nor must tthe acre- 
age shares of the disinterested persons be shown, 


cs the signature of the supervisor nay be date eae, > 
ted if he has been discharged and there is submitted a. 
statement to the effect that the claim is made on the basis 
of his corrected records. Neither the. statenent nor: the — 
signature.of the supervisor is required if the adjustment 
involves changes in data other than perfornance data. 


&. The statement of explanation which accompanies. the adjustnent 
application must 


5B] See Part III, Section A, supra. 


Sy See Part III, Section A, paragraph 6, supra. 
54/ See Part IV, supra. 


ea sche ae 


a. be prepared in duplicate; 


b. be signed by every person who signs the ad- 
justment application; 


c. recommend the cancelation of the incorrect- 
ly issued check and the issuance of a new check to the 
claimant; and 


d. set forth all of the facts which justify 
the consideration of the claim. 


If the person whose name erroneously appears on the application and the 
check submits a statement, the statement should disclose the. fact. that 
he has no interest in the application or the proceeds of the check. 


3. The Treasury check(s) returned in connection with the claim 
‘should be canceled as outlined in Part V hereof. 


4, .The records of the disposition of the checks should be en- 
dorsed on the reverse side of the original and copy of Treasury Form 
1664-A (Revised). The original of Treasury Form 1664-A (Revised) 
should be placed in the closed file55/ and the duplicate copies there- 
of stapled to the original computation schedule. 


5. The Vouchers and Schedules of Disbursements should be pre- 
pared in accordance with procedure outlined for regular applications 
with the exception that one additional copy should be prepared for the 
files of the Clearance Unit. The adjustment application should not be 
-scheduled with other applications. °5/ 


6, The adjustment application, the original of the statement of 
explanation, one copy of Form ACP-28, and the usual numbers of vouchers 
and schedules of disbursements should be transmitted to the Preaudit 
Office of the General Accounting Office. 


7, The material not sent to the Preaudit Office of the General 
Accounting Office should be filed in accordance with existing procedure. 


B, TREASURY CHECK RETURNED BECAUSE OF AN ERROR IN THE STATE OFFICE 


1. When a check is returned because the State office erroneous— 
ly scheduled the payment, a copy of the original application, certified 
to be a true and correct copy thereof by the county agent, and a state- 
ment in duplicate, from the applicant and the county agent should ac- 
company the clain. 


55/ See Part Il, Section A, paragraph 3, supra. 

56/ When an initial and final check issued under the 1936 Agricultural 
Conservation Program are returned, the adjustment payment to the 
proper applicant should be made as a full payment on Form ACP-13B. 
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2. The check(s) returned in connection with the claim. should 
be canceled in accordance with Part V hereot. 


3. At the tine the copy of Standard Form No. 1044, Revised, is 
returned fron the Disbursing Office, the case should be handled in ac- 
cordance with the procedure outlined in Section A, parecer 4, 5, 6, 
and 7, of this Part’ IX. 


C, REMITTANCE OTHER THAN TREASURY CHECK IS RECEIVED 
1. When a remittance other Hd eatotres oo ae check is received be- 


cause the name of the payee was writtén incorrectly or erroneously placed 
on the check, the material submitted in connection therewith should be 


examined in accordance with Section A, paragraphs 1 and 2 of this Part IX,. 


or Section B, paragraph 1 of this Part IX, whichever is applicable. 


2. If the refund is determined to be due and the remittance is 
in the exact amount, or not in excess of the exact amount, of the incor- 
rect payment under which the claim is made, the remittance should be 
scheduled for collection to the credit of the regular appropriation ac- 
count and new check issued to the proper applicant in accordance with 
procedure outlined in Part VIII, Section F, hereof. 


3. If the amount ofthe remittance is less than that due, the - 
county agent should be notified and appropriate action taken to secure 
the additional sum. 


4, When'it is determined that the remittance is in excess of the 
amount of the incorrect payment, i.e., a portion of the amount of the 
remittance should be refunded to the incorrect payee, the remittance 
should be scheduled for collection to the credit of the special deposits 
account, the procedure outlined in Part IV hereof should be followed. 


5. When the amount due the correct payec has been covered into 
the appropriation by the use of Standard Form No. 1046, Revised, the 
procedure outlined in Part VIII, Section F, hereof, should be followed. 


6. If it is determined that the refund should not have been 
nade, the renittance should be scheduled for deposit to the credit of the 
special deposits account and refunded to the applicant submitting the 
renittance as outlined in Part IV, Séction B, hereof. 


PART X, PROCEDURE TO BE FOLLOWED WEERE TWO CHECKS REPRESENT— 


ING TH iNG THE SAME PATENT feNT ARE 1 ISSUED 
A. TREASURY CHECK RETURNED 
1. When two or more Treasury checks representing the same pay- _ 
nent are issued and the duplicate checks are returned the Se eae 


checks should be canceled as outlined in Part V hereof. 


2. The statement to be inserted in Forn ACP-28 under the words 
"Action Taken" should set forth, for the purposes of the State Account- 


) 
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ant, the fact that no other payments will be issued to replace the can- 
celed check. 


B. REMITTANCE OTHER THAN TREASURY CHECK RECBIVED, 


1. When two or more Treasury checks representing the same pay- 
mont are issued and cashed by the payee, the remittance refunding the 
duplicate payment should be deposited for collection to the credit of 
the regular appropriation account if the amount thereof is the exact 
amount, or not in ‘excess of the exact amount, of the duplicate check(s). 


2. If the amount of the renittance is in excess of the anount 
of duplicate check(s), the remittance should be talen up in the spe- 
cial deposits account and the procedure outlined in Part IV hereof 
should be followed. 


5. The statement to be inserted in Form ACP-28 under the words 
"Action Taken" should set forth, for the purposes of the State Account- 
ant, that the collection is not reinbursible. 


PART XI, PROCEDURE TO BE FOLLOWED IN SCHEDULING AND 
VOUCHERING AGRICULTURAL CONSERVATION PAYMENTS 
ACCRUING TO THE ESTATES S OF F DECEASED | LOR “INCOT 


_ PETENT PERSONS, ek at 


ie 


A, AUDIT OF STANDARD FORM NO. 1055. 
1. Cases involving certification for payment to an executor, 
administrator, guardian, or committee. o7 


/ a. Standard Form No. 1055 must be executed 
by the claimant in duplicate. 


b. Paragraphs 1, 2, 4 and 5 must be properly 
conpleted by the claimant +e disclose the information 
indicated. 


c. Any additional facts upon which the clain 
is based nay be set out in Paragraph 63. Sub-paragraphs 
a. to i., inclusive, of paragraph 6 and affidavit of 
corroborating witnesses need not be executod, 


d. If the date of death (or adjudication or 
declaration of incompetence) and the domicile of the 
decedent or incompetent are shown in the court order, 
the certificate of notary public is not to be required. 


57/ In the absence of a a State statute establishing a higher linit, 
adninistration will be required where the total payments due the estate 
of the decedent oxceed $500.00. Where a higher limit is established 
by the law of the decedent's domicile, the provisions of such statute 
shall govern as to the amount payable without adninistration. 


Be yh 


e. Standard Form No. 1055 must be supported 
by a certified copy of the court order appointing the 
executor or administrator. filing claim or by a short 
form certificate of the appointment. If such certifi- 
cate or certified copy of the court order shows the 
appointnent to ‘have been made more than one yea ¥e prior 
to the date the claim and related schedule and voucher 
will be received in the Preaudit Office of the General 
Accounting Office, a certification, by the court making 
the appointment, to the effect that such appointnent 

is in full force and effect must be secured by the 
clainant.. ) 


f. Where the decedent died intestate and it 
appears that clain is filed by a public administrator 
on Standard Forn No. 1055, there must be a showing either 
that: 


(1) There are persons entitled 
to share in the estate under the laws of 
‘the domicile of the decedent, 


(2) That there are creditors of the 
estate, 


(3) Or that there are assets of the 
estate other than the amount due from the 
United States. 


ge. If Standard Form.No. 1055 and any documents 
submitted in connection therewith are found to conform 
with the requirements of this Section A, payment may be 
scheduled and vouchered to the claimant in accordance 
with the provisions of Sections C or D of this Part XI, 
whichever is applicable. 


h. If for any reason the claim cannot be allowed, 
‘the claimant shall be advised by letter of the reason or 
reasons for disallowance. The county office should be 
furnished with a copy of such letter. The file relative 
to the disallowed claim should be placed in a file alpha- 
betically (by name of the decedent) pending renewal of the 
disallowed clain or submission of a claim by some other 
person. 


2. Cases involving certification for paynent in accordance 
with the laws of distribution of the domicile of the decedent, without 
the appointment of an executor or adninistrator. — 


a.’ Standard Form No. 1055 must be completely 
executed except for paragraph 5 thereof, to show the 
following facts; are 


a (I) That the decedent died 
intestate. =" 2 


(2) The amount due from the United 
States must not exceed the maximum amount, . 
prescribed by State statue of. the domicile © 
“of the decedént, for estates upon which 
administration neocd not be had.93 


(3) Funeral expenses must have been 
paid if the law of the domicile of the dece- 
dent allows undertakers statutory preference, 
as creditors, over the heirs-at-law or next 
OL eine n itimized, reccipted-twundertaker's 
“bill must be submitted by the claimant to show. 
paynent of the funeral expenses. If such 
funeral expenses have not been paid, a waiver 
(Form ACP-73) signed by the officiating under- 

‘taker is to be required. 

(4): If paragraph 6 of Standard Forn 
No. 1055 indicates that the funeral expenses 
were paid by someone other than the claimant 
and out of funds not belonging to the estate 
of the intestate, there must be furnished a 
waiver of right to clain. (Form ACP-73) signed 
by the person paying such funeral expenses. 


db. The affidavit to two witnesses must be conpletely 
executed anc the Standard Form No, 1055 properly notarized. 


c, The applicant, whether he claims personally 
or through a duly authorized representative (power of 
attorney) nust be -a person entitled to take under the 
laws of the domicile of the decedent. This provision . 
shall be applicable regardless of the location of the 
farm upon which the payment accrued. If such donicile 
is a State for which a brief of laws of distribution is 
not included herein, the claim shall be referred to the 
Director for appropriate action. 


58/ See Footnote 57/ of this Part XI. 


5a] 


ecules 


@. If several persons are shown in paragraph 6 
of Standard Form No. 1055 to be entitled to share in the 
payment, payment may be made only to the person or per- 
sons whose signature(s) is affixed to Standard Form No. 
1055, unless Standard Form No. 1055 is accompanied by 
the waivers (Forms ACP-73) of all persons so entitled 
who have not.signed Standard Form No. 1055. 


e. .If, in lieu of waivers, there is submitted 
a trust agreement signed by persons entitled to share, 
designating a trustee to receive payment, payment may 
be made to such trustee, who has submitted Standard 
Form No, 1055, properly executed and signed by him as 
trustee, in an amount equalling the respective shares 
of the trustee, if any, and the shares of the persons 
sea the trustee. 


pit “te Standard Form No. 1055 is executed by one 
person pursuant to the duly executed power of attorney 
of a person entitled under the laws of the domicile of 
the decedent, to share in the paynent, the share of the 
paynent due the grantor of the power of attorney shall 
be scheduled and vouchered to the principal (grantor) 
and not to the person who has been granted the power 
of attorney. A power of attorney shall be construed 
to empower the agent only to clain, and not to receive 
paynent on behalf of his principal. If claim is filed 
by one person on behalf of another, pursuant to a power 
of attorney, such power. of attorney should specifically 
authorize the. agent to clain the proceeds of the payment 
due the principal, and should not be merely a power to 
operate a farm and generally to do acts done in the 

operation of a farm. 


g- In every case the age of the claimant must 
be shown on Standard Form No. 1055.22/ 


he Lf. armel mere or right to claim is submitted 
by a person who otherwise would be entitled, under the 
applicable laws, to share in the payment, such person 
must be shown to have attained legal age, if the waiver 
is granted by a person other than a creditor of the 
estate of the decedent. 


It is to be noted that no provision is made on Standard Form No. 


1055 for such information. The age of the applicant should appear ~ 
immediately following the name of the claimant in Paragraph 1 of the 


form. 


Er 


i. Where there is more than one person entitled 
to shere in the payment, whether or not separate Standard 
Forms No. 1055 have been submitted by such persons, separate 
payments must be certified to each claimant who is entitled 
to share, in the amount of such cleiment's respective inter- 
est, if a waiver or trust agreement is not executed by such 
persons. 


j. If there are persons who have neither claimed, 
waived or delegated their right to claim the amounts due 
such persons shall not be paid until claim is filed there- 
for in accordance with the provisions of this Part XI. 


3. Cases involving certificetion for payment to a creditor of 
the estate of the decedent. 


a. If Standard Form No. 1055 is submitted, 
exccuted by e creditor of the estate of the decedent, 
there must be furnished © waiver of right to claim 
(Form ACP-73) from other creditors of the same or 
ereater degree of preference under the laws of the 
domicile of the décedent, or else a showing that there 
are no other such creditors. 


b. A person, whether he be an heir, the next of 
kin, or in no way related to the decedent, who has paid a 
preferred creditor out of funds not belonging to the 
estate of the decedent, is by such payment subrogated to 
the creditors statutory preference and claim by him should 
be made as creditor in accordance with Paragraph 3 supra 
of this Section A. If, after-sllowance of the preferred 
clain, there remains en amount due the estate of the dece- 
dent, such remaining amount is for payment in accordance 
with the provisions of this Part XI, governing payments 
to persons other than creditors. 


4, Cases involving certification for payment to the widow end/or 
the minor heirs of a decedent in accordance with an allowance of personal 
property set aside by order of the court. 


a. Inasmuch as exempt allowances in favor of 
widows and/or minor children of decedents are predicated 
upon some court action, claims based upon such allowances 
should be referred to the Director, together with the 
order neking such allowance, or a certified copy thereof. 


oe 


5. Cases involving certification for payment to 4 minor, his 
guardian, or ER Gheas ey 


Qe “mere a minor takes, under the applicable 
state lavs, and payment is certified to him, his guardian 
“or custodian; pursuant to claim therefor on Standard 
Form No. 1055,:there must be showing of one of the fol- 
lowing: 


(1). Letters of Guardianship, 
certified copies thereof, or a Short 
Certificate of Letters of Guerdianship. 


(2) an affidavit, by ony person having | 
_ knowledge of the facts, that the minor is 
competent to receive and handle funds, or 


(3) that the minor is in the care 
and custody of the person claiming on behalf 
of such minor, by use of Standard Form Noe 
- 1055. In such a case the anount found to be 
due the. ninor shall be scheduled for payment 
in the following style; "Mary Jones, for the 
support and benefit of William Jones, Minor". 
There nust appear in paragraph-6(j) of Stand- 
ard Form, No. 1055, or in supporting affidavits, 
a statencnt of the relationship between the 
custodian and the minor “nd the circumstances 
of the custodianship. 


6». Gases wherein adopted or illegitinate children clain paynent 
or are shown on Standard Forn No. 402s 


‘ &. . Cases wherein cane nee or illegitinate 
children file clain for an anount believed to be due. 
thom, or where such adopted or illegitimate children 
are shown on Standard Forn Nes 1055, should be referred 
to the Director for appropri tte action. Cases involving 
collateral kindred of the half-blood should arte “be sub- 
nitted to the Director. 


B. BRIEF OF LAWS.OF DISTRIBUTION OF PERSONAL PROPERTY AND STATUTORY 


PROVISIONS RELATIVE TO ESTATES OF DECEASED PERSONS DOMICILED 
WETE UNS STATES (OU) THE SOULEEEN KECION- 2 ee ot | 


60/° The laws of the domicile of the decedent shall govern determinations 
of rights of claimants. If such domicile is a State concerning which 
a brief of laws is not furnished herein, the case should be referred 
to‘ the Director for appropriste action. 


oO ee 
“L. ALABAMA - 


The perscnel-property of the decedent is to be distributed as 
follows; : is: ogee. 


A. If a widow survives: 


I. If there are no living children of decedent, 
or living descendants of deceased children, 
- widow takes the entire cstate. 


- JI, If there is only one living child of decedent, 
= or living descendents of only one deceased 
child, widow takes one-half of the estate. 


T1ll. If more than one child of decedent, or one child 

. and descendents of one or more deceased chil- 
dren, or descendants of more than one deceased 
child survives 


4 ip 1. If all children are living, or if some are 
living and some are deceased but leaving 
no living descendants, widow and living 

‘ children take equal shares, except where the 
mumber of shares exceeds five, the widow 
takes one-fifth of the entire estate and the 
remaining portion is divided eduelly among 
the living children. 


ee ANG there are living descendants of deceased 
Children of decedent: 


(2) Divide estate into equal shares for 
widow, a@11 living children, end all 
children deceased (see (1) below) but 
with living descendants. (Do not in- 

? clude children who are deceased with- 
out leaving living descendants). 
Widow and living children take such 

a A equal shares, cxcept where the shares 
exceed five in number, the widow takes 
one-fifth of the entire estate and the 
remaining portion is divided into equal 
shares for all living children and all 
children deceased but with living 
descendants. 


(1) Grandchildren (children of a de- 
ceased child of decedent) divide 
equally among them the share of 
their deceased paront. 


ete 


(lea) If any such erendchildren are 
deceased, leaving children, 
such children divide equally 
among them the share such de- 
ceased grandcnild would have 
received. a 


Pa B. If a husband survives: 


Le 


HORNE 


If there are living children of decedent, liv- 
ing descendants of deceased children, living 
parents or parent, living brother or sister, or 
living descendants of deceased brothers or sis- 
ters, husband takes one- helf of the estate. 


If no children of decedent, descendants or deceased 
children, parent or parents, brother or sister, Or 
descendents of deceased brotner or sister survive, 
husband takes entire estate. 


C. The remainder of the estate, or all of the estate if no 
spouse survives, is to be distriouted as folloys: 


de 


Lats 


If there are living children of decedent or living 
descendants of deceased children; 


1. If all children are living, or if some are 
living and some are deceased but leaving no 
living descendants, living children take 
equal shares. 


2. (If there are living descendants of deceased 


children. of decedent; 


(a) Divide estate into edual shares for all 
Livits children and all children de- 
eased (see (1) below) but with living 
Pe (Do not include children 
who are deceased without leaving living 
descendants). Living children take 
such equal shares. 


(in) Grandchildren and great-grand- 
children take as provided under 
Section A, III, above. 


If no children Of, decedent or descendants of deceased 
children. survive; 


1. If there are living parents or parent of the 


decedent; 


(a) If both parents are living, the estate is 
divided equally between them. 


as 


+ 


a aes 
(ob) If only one parent is living: 


(1) If there are living brothers and sis- 
ters.of the decedent, or living de- 
scendants of deceased brothers and 
sisters, surviving parent takes one- 
half of the estate. 


(la) If all brothers and sisters are 
living, or if some are living and 
some are deceased but leaving no 
descendants, living brothers and 
sisters take equal shares of the 
remaining one-half of the estate. 


(1b). If there are living descend- 
ants of deceased brothers and 
sisters: 


(le) Divide remaining one-half 
of the estate into equal 
shares for all living 
brothers and sisters, and 
all brothers and sisters 
deceased (see (1d) below) 
but with living descend- 
ants. (Do not include 
brothers and sisters who 
are deceased without leav- 
ing living descendants. ) 
Living brothers and sisters 
take such equel shares. 


(1d) Nephews and nieces 
(children of a de- 
ceased brother or 
sister) divide 
equally among them 
the share of their 
deceased parent. 


If there are no living brothers and sisters of the 
decedent, or living descendants of deceased brothers 
and sisters, the surviving parent takes the entire 
estate. 


III. If no children of decedent, descendants of deceased chil- 


dren, or parent or parents survive: 


ae 


If there are living brothers or sisters, or living 
descendants of deceased brothers or sisters, such 
brothers or sisters and such descendants share in 
the entire estate in the same manner as provided 
under Section C, II, (b), (1), above. 


Leo 
If none of the above kindred survive, the claim should be 
submitted to the Director for appropriate action. 


Denes owned by the estate of a decedent which have statutory 
preference} 


‘I... Funeral expenses of the decedent. 


cece “Expenses incident to the last illness of the decedent. 


III. Taxes assessed on the estate of the decedent prior to 
his death. 


IV. Debts owned as salary or wages to employees for services 
rendered within one year of the date of death of the 
decedent.. 


V. Other debts of the decedent. 


2. ARKANSAS 


The decedent's personel property is to be distributed as follows: 


A. 


B. 


Age 


If.a widow survives: 


oe If there are living children of decedent or living de- 
scendants of deceased children: 


1. If the remainder of the estate, after the widow has 
taken her share, would go to other kindred, widow 
takes one-half of the estate. 


2. If the remainder of the estate, after the widow has 
taken her share, would go to creditors, widow takes 
one-third of the estate. 


II. If there are living children of decedent, or living de- 
scendants of deceased children, widow takes one-third 
of the estate. 

If a husband survives: 
I. If there are living children of decedent, or living de- 
scendants of deceased children, husband takes one-third 


of the estate. 


II. If there are no living children, or living descendants 
of deceased children, husband takes one-half of the estate. 


_ The remainder of the estate, or all of the estate if no 


. gpouse survives, is to be distributed as follows: 


I. If there are living children of decedent or living de- 


eo 


-1. If all children are living, or if some are living 
and some are deceased but leaving no living de- 
scendants, living children take equal shares. 


2. If there are living descendants of deceased chil- 
dren: 


(a) 


Divide estate into equal shares for all liv- 
ing children and all children deceased (see 
(1) below) but with living descendants. (Do 
not include children who are deceased with- 
out leaving living descendants). Living 
children take such equal shares. 


(1) Grandchildren (children of deceased child 
of decedent) divide equally among them 
the share of their deceased parent. 


(la) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among 
them the share such deceased grand- 
child would have received. 


Il. If no children of decedent or descendants of deceased 
children survive: 


1. If there are living parents or parent of the decedent: 


(a) 


(b) 


If both parents are living, the estate is divi- 
ded equally between them. 


If only one parent is living, such parent takes 
the entire estate. 


III. If no children of decedent, descendants of deceased chil- 
dren, or parent or parents survive: 


1. If there are living brothers or sisters, or living 
descendants of deceased brothers or sisters: 


(a) 


(b) 


If all brothers and sisters are living, or if 
some are living and some are deceased but leav- 
ing no living descendants, living brothers and 
sisters take equal shares. 


If there are living descendants of deceased 
brothers and sisters: 


(1) Divide estate into equal sharesfor all 
living brothers and sisters, and all de- 
ceased brothers and sisters (see (la) 
below) who leave living descendants. (Do 
not include brothers and sisters who are 


oF 
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deceased without leaving living descend- 
ants). Living brothers and sisters take 
such equal shares. 


(la) Nephews and nieces (children of a 
deceased brother or sister) di- 
vide equally among them the share 
of their deceased parent. 


Uitte eMOneeod the above kindred survives, the claim should be 
submitted to the Director for appropriate action. 


E. Debts owed. by the estate of a decedent which have statutory 
preference: 


re 


tLe 


FLORIDA 


Funeral expenses, expenses incident to the last illness 
of the decedent, demands for medicines, medical or sur- 
gical attention, nursing and hospitalization during last 
illness and wages of servants are claims accorded first 
preference by statute. 


Judgments rendered against the decedent during his life- 
time and which are liens upon any realty left by the de- 
cedent are claims accorded second statutory preference. 


The decedent's personal property is to be distributed as follows: 


A. If spouse survives: 


is? 


ie 


If there are no living children of decedent, or living 
descendants of deceased children, spouse takes entire 
estate. 


If there are living children, or living descendants of 
deceased children: 


Vy Lf valLbichtildren “are: living, ‘or if some are living 
and some are deceased but leaving no living de- 
scendants, spouse and living children take equal 
shares. 


2. If there are living descendants of deceased chil- 
dren: 


(a) Divide estate into equal share for spouse, 
all-livingSchildren, and vallychildren ide= 
ceased (see (1) below) but with living de- 
scendants. (Do not include children who are 
deceased without leaving living descendants). 
Spouse and living children take such equal 
shares. 


= 65e- 


(1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
share of their deceased parent. 


(la) If any of such grandchildren are de- 
ceased, leaving children, such chil- 
dren divide equally among them the 
share such deceased grandchild would 
have received. 


B. If no spouse survives, but there are living children of de- 
cedent, or living descendants of deceased children: 


I. If all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares. 


II. If there are living descendants of deceased children of 
decedent: 


1. Divide estate into equal shares for all living 
children and all children deceased (see (a) below) 
but with living descendants. (Do not include chil- 
dren who are deceased without leaving living de- 
scendants). Living children take such equal shares. 


(a) Grandchildren and great-grandchildren take as 
provided under Section A above. 


C.. If no spouse, children of decedent, or descendants of deceased 
children survive: 


I. If there are living parents of the decedent: 


1. If both parents are living, the estate is divided 
equally between then. 


2. If only one parent is living, such parent takes the 
entire estate. 


D. If no spouse, children of decedent, descendants of deceased 
children, or parent or parents survive: 


I. If there are living brothers or sisters, or living de- 
scendants of deceased brothers or sisters: 


1. If all brothers and sisters are living, or if some 
are living and some are deceased but leaving no 
living descendants, living brothers and sisters 
take equal shares. 


e. If there are living descendants of deceased brothers 
and sisters: 


St Eien 


(a) Divide estate into equal shares for all living 

| brothers and sisters, and all deceased brothers 
and sisters (see (1) below) who leave living 
descendants. (Do not include brothers and sis- 
ters who are deceased without leaving living 
descendants). Living brothers and sisters take 
such equal shares. 


(1) Nephews and nieces (children of a deceased 
brother or sister) divide equally among 
them the share of their deceased parent. 


If none of the above kindred survive, the claim should be 
“submitted to the Director for appropriate action. 


Debts owed by the estate of a decedent which have statutory 
preference: on 


Ly 


Mgt 


TN 


Wi, 


Funeral expenses not exceeding the total sum of three 
hundred and fifty dollars constitute debts within the 
first preferential class. Any amount in excess of such 
sum shall be paid with debts having no distinction or 
rank. 


The second preferential class of debts of the decedent 
is constituted of debts resulting from expenses incident 
to the last illness of the decedent, including debts 

for board and lodging, hospitalization, claims of phy- 
sicians, surgeons or nurses, and claims arising out of 
medicines furnished the decedent. Such expenses, to be 
allowed preference, must have been incurred within a 
period of sixty days prior to the death of the decedent. 


The. third preferential class of debts is constituted 
of wages to the extent of one hundred dollars for each 
employee of the decedent, for work done or services 
rendered within sixty days prior to the death of the 
decedent. 


Judgments of record in the State of Florida, rendered 
' during the lifetime of the decedent, are debts of the 


fourth preferential class. 


Mortgages, mechanic's liens, materialmen's liens, 
laborers' liens, employees' liens and other liens where 
the value of the encumbered property of the estate ex- 
ceeds the amount of the lien are claims within the 
fifth preferential class. 


All other debts without distinction or rank are accorded 


last preference as claims against the decedent's estate. 


4. GEORGIA 


The decedent's personal property is to be distributed as follows: 


ak 


ee 


Sp ae 


If husband survives: 


I, 


luk 


If there are no living children of decedent, or living 


descendants of deceased children, the husband takes en- 


tire estate. 


If there are living children of decedent,or living de- 
scendants of deceased children: 


Thy 


If all children are living, or if some are living 
and some are deceased but leaving no living de- 
scendants, husband and living children take equal 
shares. 


If there are living descendants of deceased chil- 
dren; 


(a) Divide estate into equal shares for husband, 
all living children, and all children de- 
ceased (see:(1) below) but with living de- 
scendants.° (Do not include children who are 
deceased without leaving living descendants.) 
Husband and living children take such equal 
shares. 


(1) Grandchildren (childrenof deceased child 
of decedent) divide equally among them the 


share of their deceased parent. 


(la) If any of such grandchildren are 
deceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
would have received. 


If wife survives: 


ane 


ay 


If there are no living children of decedent, or living de- 
scendants of deceased children, wife takes entire estate. 


If there are living children, or living descendants of 
deceased children: ° 


ee 


If all children are living, or if some are living 
and some are deceased but leaving no living de- 
scendants, wife and living children take equal 
shares, unless the number of shares is over five, 
in which case the wife takes one-fifth of the es- 
tate and the remaining portion is divided equally 
among the living children. 


2. 


- 68 - 


If there are living descendants of deceased chil- 
drén: 


(a) Divide estate into equal shares for wife, liv- 
ing children and all children deceased (see 
(1) below) but with living descendants. (Do 
not include children who are deceased without 
leaving living descendants.) Wife ana living 
children take such equal shares unless the 
number of shares exceeds five, in which case 
the wife takes one-fifth of the estate and the 
remaining portion of the estate is divided 
into equal shares for all living children and 
all children deceased but with living descend- 
ants. 


(1) Grandchildren and great-grandchildren 
take as provided under Section A, above. 


C. If no spouse survives, but there are living children of de- 
cedent, or living descendants of deceased children: 


I. 


ues 


If all éhildren are living, or if some are living and 
Some are deceased but leaving no living descendants, liv- 
ing children take equal shares. 


If there are living descendants of deceased children: 


Li: 


Divide estate into equal shares for all living chil- 
dren and all children deceased (see (a) below) but 
with living descendants. (Do not include children 
who are deceased without leaving living descendants.) 
Living children take such equal shares, 


(a) Grandchildren and great-grandchildren take as 
provided under Section A, above. 


D. If no spouse, children, or descendants of deceased children 


survive: 


I. If there are living parents or parent, brothers or sisters, 
or living descendants .of deceased brothers or sisters: 


Le 


If all brothers and sisters are living, or if some 
are living and some are deceased but leaving no liv- 
ing descendants, the living parent or parents and/or 
living brothers and sisters take equal shares. 


if there are living descendants of deceased brothers 
and sisters: 


(a) Divide estate into equal shares for living parent 
or parents, all living brothers and sisters, and 
all deceased brothers and sisters (see (1) below) 


~ 69 « 


who leave living descendants. (Do not include 
brothers and sisters who are deceased without 
leaving living descendants.) Living parent or 
parents and living brothers and sisters take 
such shares. 


(1) Nephews and nieces (children of a deceased 
brother or sister) divide equally among 
them the share of their deceased parent, 
except that if there are no living brothers 
or sisters of the decedent and nephews and 
nieces take the estate, such nephews and 
nieces take equal. shares without regard 
to the shares of their parents. 


If none of the above kindred survive, the claim should be 
submitted to the Director for appropriate action. 


Debts owed by the estate of the decedent which have statutory 
preference: 


ins 


Le 


fie 


VIG 


No creditor's claim shall be allowed unless the assets 
of the estate are sufficient to provide a year's support 
for the family of the decedent. 


The first preferred class of debts is constituted of ex- 
penses incident to the last illness of the decedent, in- 
cluding funeral expenses, and amounts owed to physicians. 
Funeral expenses shall be allowed only insofar as they 
are commensurate with the decedent's circumstances in 
life. 


Unpaid taxes or other debts due the State of Georgia or 
the United States shall be accorded preferential consid- 


“eration as second classification. 


‘The third class of preferred claims is constituted of debts 


owed by the decedent as executor, administrator, or 
guardian, for an estate committeed to him in such capacity, 
or any debt due from the deceased, as trustee, the dece- 
dent having had in his possession, control and management, 
the trust property. 


Judgments, mortgages, and other liens, rendered or 

created during the lifetime of the decedent, constitute 
the fourth preferred classification of debts. Such debts 
are to be paid according to their priority of lien. Mort- 
gages and other specific liens on property shall be pre- 
ferred only to the extent of the value of the encumbered 
property. — 


The fifth classification of preferred debts include only 
debts due for unpaid rent. 
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VII. The sixth classification of preferred debts includes all 
_., liquidated demands including foreign judgments, dormant 
judgments, bonds, and all other obligations in writing 
for the payment of money; promissory notes, and all debts 
wherein the amount due was liquidated and ascertained or 
acknowledged in writing by the decedent prior to his death. 


5. LOUISIANA | 


. If a surviving spouse has filed claim, the date of marriage must 
‘be shown. If. the marriage occurred subsequent to the date of the check drawn on 
.the Treasurer of the United States, payable to the order of the decedent, which 
check shall have been canceled, the claim shall be referred to the Director for 
appropriate action.. If.the narriage occurred prior to the date of the canceled 
check, the following provisions are applicable: 


A. If a spouse survives,: such survivor takes. one-half of the 
proceeds of- the check, 2 


B. The. remainder of the estate, or all of the estate if no 
spouse survives, is to be distributed as follows: 


I. If there are living children of the decedent, or living 
descendants of deceased children: 


1. If all children are living, or if some are living 
and sone are deceased but leaving no living de- 
scendants, living children take equal shares. 


2. If there are living descendants of deceased chil- 
dren; 


(a) Divide proceeds into equal shares for all 
living children and all deceased children 
(see(1) below) who leave living descend- 
ents. (Do not include children who are de- 
ceased without leaving living descendants.) 
Living children take such shares. 


(1) Grandchildren (children of deceased 
child of decedent) divide equally among 
them the share of their deceased parent. 


(la) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
could have received. 


Il. If there are no. living children of decedent, or living 
descendants of deceased children: 


l.. If, parent or parents and/or brothers or sisters, or 
descendants of deceased brothers or sisters survive 
proceeds should be divided as follows: 


? 
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(a) If both parents survive, each receives one- 
fourth of the estate. 


(ib) ate only one parent survives, such survivor 
receives one-fourth of-the estate. 


Ce) “Zhe remainder, or the entire estate if there 
is no living parent, is taken by the living 
brothers and sisters and/or living descend- 
ants of deceased brothers and Sisters, as 
follows: 


(1) If all the brothers and sisters are liv- 
ing, or if some are living and some are 
deceased but leaving no living descend- 
ants, living brothers and sisters take 
equal shares. 


(2) If there are living descendants of de- 
ceased. brothers and sisters: 


(la). Divide remaining proceeds into 
_.equal shares for all living 

brothers and sisters, and all 
brothers and sisters deceased (see 
(1b) below) but with living de- 
scendants. (Do not include 
brothers and sisters who are de- 
ceased without leaving living de- 
scendants.) Living brothers and 
Sisters take such equal shares. 


(lb) Nephews and nieces (children 
of deceased brothers and 
sisters) divide equally a- 
mong them the share of their 
deceased parent. 


If none of the above kindred survive, the claim should be 
submitted to the Director for appropriate action. 


Debts owed by the estate of the decedent which have statutory 
preference: 


I. The charge against a succession, such as funeral 
charges, law charges, lawyer's fees, for settling the 
succession, the thousand dollars secured in certain 
cases to the widow or minor heirs of the deceased, 
and all claims against the succession Originating 
after the death of the person whose succession is un- 


may Ba 


der administration, are to be paid before the debts 
contracted by the deceased person. 61/ 


6. MISSISSIPPI 
The decedent's personal property is to be distributed as follows: 
A. If spouse survives: 


I. If there are no living children of decedent, or living 
descendants of deceased children, spouse takes entire 
estate. 


Il. If there are living children of decedent, or living de- 
scendants of deceased children: 


1. If all children are living, or if some are living 
and some are deceased but leaving no living de- 
scendants, spouse and living children take equal 
shares. 


2. If there are living descendants of deceased children: 


(a) Divide estate into equal shares for spouse, all 
living children, and all children deceased (see 
(1) below) but with living descendants. (Do 
not include children who are deceased without 
leaving living descendants.) Spouse and living 
children take such equal shares. 


(1) Grandchildren (childrenof deceased child 
of decedent) divide equally among them 
the share of their deceased parent. 


(la) If any of such grandchildren are de- 
ceased, leaving children, such chil- 
dren divide equally among them the 
share such deceased grandchild would 
have received. 


B. If no spouse survives, but there are living children of the 
decedent, or living descendants of deceased children: 


61/ Any law charges, lawyer's fees, for settling the succession, or the 
thousand dollars secured in certain cases to the widow or minor heirs 
of the decedent are predicated upon administration proceedings or an 
order of the court of jurisdiction, declaring a widow's allowance. If 
there is administration of the estate, payment shall be scheduled and 
vouchered to the administrator or executor, without regard to claims of 
creditors. However, claim by the officiating undertaker, based upon non- 
payment by the estate of the funeral expenses, is to be preferred over 
the claim of the widow or heirs. 
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If all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares. 


If there are living descendants of deceased children: 


ahs 


Divide estate into equal shares for all living 
children and all children deceased (see (a) be- 
low) but with living descendants. (Do not include 
children who are deceased without leaving living 
descendants.) Living children take such equal 
shares. 


(a) Grandchildren and great-grendchildren take as 
provided under Section A above. 


C. If nod spouse, children of decedent, or descendants of de- 
ceased children survive: 


uy 


If there are living parents or parent, brothers or 
sisters, or living descendants of deceased brothers or 
sisters: 


ie 


av) 


If all brothers and sisters are living, or if seme 
are living and some are deceased but leaving no liv- 
ing descendants, the living parent or parents and/or 
living brothers and sisters take equal shares. 


If there are living descendants of deceased brothers 
and sisters: 


(a)., Divide estate into equal shares for living 
‘parent or parents, all living brothers and sis~ 
ters, and all deceased brothers and sisters 

(see (1) below) who leave living descendants. 
(Do not include brothers and sisters who are 
deceased without leaving living descendants.) 
Living parent or parents and living brothers 

and sisters take such equal shares. 


(1) Nephews and nieces (children of a de- 
ceased brother or sister) divide equally 
among them the share of their deceased 
parent. 


If none of the above kindred survive, the claim should be sub- 


mitted to the Director for appropriate action. 


Debts owed by the estate of the decedent which have statutory 


preference: 


dy. 
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decedent, the case shall be referred to the Director 
for appropriate action. 
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The decedent's personal property is to be distributed as follows: 


A. If spouse survives: 


Le 
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IV. 


If there is only one living.child of decedent, or living 
descendants of only one deceased child, spouse takes one- 
half of the estate. . 


If more than one child of decedent, or one child and de- 
scendants of one or more deceased children, or descend- . 
ants of more than one deceased child survive, spouse 

takes one-third of the estate. 


If there are no living children of decedent, or living 


descendants of deceased children, but a parent or par- 
ents, or brother or sister Survive, spouse takes one- 
half of the estate. 


If none of the above kindred survives, spouse takes the 
entire estate. 

Q) 
If there are no living children of decedent, or living 
descendants of deceased children, and it appears that 
the surviving spouse is claiming the entire proceeds 


of the payment to be made by the United States because 
“such payment was the result of the joint industry of 


husband and wife, the surviving spouse is entitled to 
full payment. 


B. The remainder of the estate, or all of the estate if no 


spous 


ES niah | 
S 


ce 


e survives, is to be distributed as follows: 


f there are living children of decedent or living de- 
cendants of deceased children: 4 


If all children are living, or if some are living 
and some are deceased but leaving no living de- ® 
scendants, living children take equal shares. 


If there are living descendants of deceased children: 


(a) Divide estate into equal shares for all living 
children and all children deceased (see (1) be- 
low) but with living descendants. (Do not in- 
clude children who are deceased without leav- 
ing living descendants.) Living children take 
such equal shares. 


(1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
share of their deceased parent, except that 

“Ts there are no living children of the de- 


ii. 
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cedent, and grandchildren take the estate, 
such grandchildren take equal shares with- 
out regard to the shares of their parents. 


(la) If any such grandchildren are deceased, 
leaving children, such children divide 
equally among them the share such de- 
ceased grandchild would have received 
except that if there are no living 
children of the.decedent and no living 
grandchildren. Or. the decedent, and 

great- -grandchildren take the estate, 
een great-grandchildren take equal. 
shares without regard to the shares 
of their parents. 


If no children of decedent or descendants of deceased chil- 
dren survive: 


1. If there are living parents or parent of the decedent: 


(a) If both parents are living, the estate is divided 
equally between them, 


(bo) If only one parent is living, such parent takes 
the entire estate. 


If no children of decedent, descendants of deceased chil- 
dren, or parents or parent survive: 


1. If there are living brothers or sisters, or living 
children of deceased brothers or sisters: 


(a) If all brothers and sisters are living, or if 
some are living and some are deceased, but leav- 
ing no living descendants, living brothers and 
Sisters take equal shares. 


(b) If there are living descendants oe deceased 
brothers and sisters: 


(1) Divide estate into equal shares for all 
living brothers and sisters, and all de- 
ceased brothers and sisters (see (la) 
below) who leave living children. (Do 
not include brothers and sisters who are 
deceased. without leaving living descend- 
ants.) Living brothers and sisters take 
such equal shares. 


(la) Nephews and nieces (children of a de- 

| ceased brother or sister) divide equally 
among them the share of their deceased 
parent. 
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C. If none of the above kindred survive, the claim should be sub- 
mitted to the Director for appropriate action. 


“ee Debts owed by the estate of the decedent which have statutory 
_. preference; Sd sc MS 


pes A debt owed by. the estate of the decedent as the result 
: of funeral expenses of such decedent is accorded first 
statutory preference. * 


II. Debts having second stotutory preference are those con- 
tracted as the result of expenses incident to the last at: 
illness of the decedent. This preference shall be in- 
clusive of claims by physicians, surgeons or nurses; 
for hospitalization and for medicines furnished the 
decedent during his last illness. 


IfI. The claim accorded third preference is not a debt, as 
such, but is an allowance of funds necessary for the 
support of the family of the decedent for a period of a 
ninety days. The amount vayable under this third pre- 
ference.is necessarily a matter of discretion, and is 
to be determined according to the best judgment of the 0 
State office in the absence of court action. If court 
action has been taken, the provision of the court or- 
der shall govern. 


IV. Taxes owed by the estate of the decedent to the State 
of Oklahoma or to the United States are debts of the 
fourth classification of preference. 


V. Judgments rendered against the decedent during his life- 
time, which are liens upon his property, and mortgages, 
in the order of their dates, are debts within the pie Beha a! 
preferred class. 


VI. The sixth classification, for the purposes of this proce- 
dure, shall include all other demands against the estate 4 
of the decedent. * 


8. SOUTH CAROLINA 


‘The personal property of the decedent is to be distributed as 
follows: 


A. If spouse survives: 


I. If there are living children of decedent, or living de- 
scendants of deceased children, spouse takes one-third 
of the estate. ~~ 


Il. If there are no living children of decedent, or living 
descendants of deceased children, but a parent or parents 
or other direct ancestor, brother or sister of whole or 
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helf blood, or nephew or niece of whole blood survive, 
spouse takes one-half of the estate. 


III.. If there are none of the above relatives, but other kin- 
' -“@red survive, spouse takes two-thirds of the estate. 


Iv. If no kindred survive, spouse takes the entire estate. 


B. The remainder of the estate, or all the estate if no spouse 
survives, is to be distributed as follows: 


I. If there are living children of decedent or living de- 
scendants of deceased children: 


1.: If alt children are living, or if some are living 
“and some are deceased but leaving no living de- 
“scendants, living children take equal shares. 


2. If there are living descendants of deceased chil- 
dren: 


(a) Divide estate into equal shares for all living 
children and all children deceased (see (2) 
below) but with living descendants. (Do not 
include children who are deceased without leav- 
ing living descendants.) Living children take 
such equal shares. 


(1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
share of their deceased parent. 


(la) If any such grandchildren are deceased, 

leaving children, such children divide 
equally among them the share such de- 
ceased grandchild would have received. 


II. If no children of decedent or descendants of deceased chil- 
aren survive: 


1: ‘If there are living parents or parent, brothers or 
Sisters of whole blood, or living descendants of de- 
ceased brothers or sisters of whole blood: 


(a) If all the brothers and sisters of whole blood 
are living, or if some are living and some are 
deceased but leaving no living descendants, the 
living parent or parents and/or living brothers 
and sisters of whole blood take equal shares. 


(b) If there are living descendants of deceased 
-prothers and sisters of whole blood and at 
least one living brother or sister of whole 
blood: 
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(1) Divide estate into equal shares for living 
parent or parents, all living brothers and 
sisters of whole blood and all brothers 


and sisters of whole blood deceased (see (1a) 


below) but. with living descendants. (Do 
not include brothers and sisters of whole 
blood who are deceased without leaving liv- 
ing descendants.) Living parent or parents 
and living brothers and sisters of whole 
blood take such equal shares. 


(la) Nephews and nieces (children of de- 
ceased brothers and sisters of whole 
blood) divide equally among them the 
share of their deceased parent. 


(c) If there are living descendants of deceased 
brothers and sisters of whole blood and no 
brothers or sisters of whole blood or brothers 
or sisters of half blood survive, the estate 
is divided as under Section (b), (1), above. 


III. If no children of decedent, descendants of deceased chil- 
dren, parent or parents, or brothers or sisters of whole 
blood survive: 


1. If there are living descendants of deceased brothers 
and sisters of whole blood and living brothers and 
sisters of half blood, such living descendants and 
living brothers and sisters take equal shares. 


ce. If there are no living descendants of deceased brothers 
or sisters of whole blood, but brothers or sisters of . 
half blood survive, such brothers and sisters take 
equal shares. 


C. If none of the above kindred survive, the claim should be sub- 
mitted to the Director for appropriate action. 


D. Debts owed by the estate of the decedent which have statutory 
preference: 


I. Funeral expenses and expenses incident to the last ill- 
ness of the decedent, are debts to be accorded first 
preference. Expenses incident to the last illness of 
the decedent shall include claims by physicians, surgeons, 
or nurses; claims for hospitalization, and claims for 
medicines and medical supplies furnished the decedent 
during his last illness. 


II. Debts owed for unpaid taxes, or other debts owed to the 
State of South Carolina are accorded second statutory 
preference .62/ 


62/ Municipal assessments for street improvements are not entitled to priority 


as a debt due the public, i.e., the State of South Carolina. 
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III. thé’ third’ class of Mebts having preference by statute 
are thoge évidenced by mortgages, judgments and execu- 
tions, in the order of the dates thereof. 


IV. Debdts owed as the result of non-payment of rents by 
the decedent are accorded fourth preference by statute. 


V. The fifth classification of debts having statutory pre- 
ference are those debts owed on bonds, sealed instru-~ 
ments, and debts owed on simple contracts. 


De TEXAS 


Teve, surviving spouse is claiming, the date of marriage must be 
shown. If marriage is subsequent to date of check drawn on the Treasurer of 
the United States, submit the case to the Director; if date of marriage is 
prior to date of check, the following provisions are applicable: 


A, If spouse survives and there are no living children of dece- 
dent, or living descendants of deceased children, spouse 
takes entire proceeds of the check. 


B. If spouse survives and there are living children of decedent, 
or living descendants of deceased children, spouse takes one- 
half of the proceeds of the check. 


C. The remainder, or the entire estate if no spouse survives, 
is to be dis stributed as follows: 


I. If there are living children of decedent, or living de- 
scendants of deceased children: 


Ee Re ee ear en are living, or if some are liv- 
ing and some are deceased but leaving no living de- 
scendants, living children take equal shares of re- 
maining one-half. 


s2 If there are living descendants of deceased children: 


(a) Divide remaining one-half into equal shares for 
all living children, and all children deceased 
(see (1) below) but with living descendants. 
(Do not include children who are deceased with- 
out leaving living descendants. Living chil- 
dren take such equal shares. 


(1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
. share.of their deceased parent, except that 
if there are no living children of the de- 
cedent, grandchildren take equal shares 
without regard to the shares of their 
parents, 
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(la) 


If any of such grandchildren are de- 
ceased, leaving children, such chil- 
dren divide equally among them the 
share such deceased grandchild would 
have received, except that if there 
are no living children of the dece- 
dent and no living grandchildren of 
the decedent, the great-grandchildren 
take the remaining one-half (or all 
if the spouse of the decedent did 

not survive), such amount to be di- 
vided equally among such great-grand- 
children without regard to the shares 
their parents would have received 

had they continued to live. 


If no children of decedent, or descendants of deceased 
children survive, but there are living parents or parent 


of decedent: 


1. If both parents are living, the proceeds are divided 
equally between them. 


(a) 


If only one parent is living: 


If there are living brothers and sisters of the 
decedent, or living descendants of deceased 


brothers or sisters, surviving parent takes one- 


half of the proceeds. 


(1) 


(2) 


If all the brothers and sisters are living, 
or if some are living and some are deceased 


but leaving no living descendants, living 
brothers and sisters take equal shares of 
the remaining one-half of the proceeds. 


If there are living descendants of deceased 


brothers and sisters: 


(la) 


(1b) 


Divide remaining one-half of the pro- 


ceeds into equal shares for all liv- 
ing brothers and sisters, and all 
brothers and sisters deceased (see 
(1b) below) but with living descend- 
ants. (Do not include brothers and 
sisters who are deceased without 
leaving living descendants.) Living 


brothers and sisters take such shares. 


Nephews and nieces (children of de- 
ceased brothers and sisters) divide 


equally among them the share of their 


deceased parent. 
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(b) If there are no living brothers or sisters, or 
living descendants of deceased brothers or sis- 
ters, the surviving parent takes the entire 
proceeds. 


PEL eel h novchildren.of decedent, eee of deceased chil- 
dren, or parent or parents survive: 


1. If there are living brothers or sisters, or living 
descendants or deceased brothers or sisters, such 
brothers or sisters and such descendants share in 
the entire proceeds in the same manner as provided 
under Section II, 2,-(a), above. 


IV. If none of the above kindred survive, the claim should be 
submitted to the Director for appropriate action. 


D. Debts owed by the estate of a deceased person which have 
statutory preference. 


I. Funeral expenses. and expenses of the last illness of 
the decedent, not exceeding the amount of $500.00, are 
debts accorded first statutory preference. Expenses 
incident to the last illness include expenses covering 
services by physicians, surgeons or nurses; for hospital- 
ization and for medicines or medical supplies. 


Il. . Debts arising as the result of preservation, safekeeping 
and management of the estate are within the second classi- 
fication of preference. 


C. PREPARATION OF SCHEDULES AND VOUCHERS FOR PAYMENTS cee een TO THE ESTATES 


OF INCOMPETENT PERSONS FOR GAGHS WORPDETN WETTED TED DEOPDEMT 


PLICANT IS TNDESTED TO THE AGRICULTURAL “ADI USTMENT ADHINISTRATION 


1. When it has been determined that the person claiming the proceeds of 
a 1937 Agricultural Conservation payment, by use of Standard Form No. 1055, is 
entitled to all or part of the payment. due the estate of the decedent, such 
amount as the claimant may be entitled to may be scheduled and vouchered for 
payment to such claimant by preparing schedules and vouchers of disbursement, 
Forms ACP-41C, (or Forms ACP-41D, if applicable) ACP-42 and ACP-22 in accordance 
with the. procedure for scheduling and vouchering payments under applications 
for grant payments, Forms SR-109, with the following exceptions: 


a. One additional copy shall.be.prepared for the files of 
the Clearance Unit. 


b. Enter the code "(C)" immediately foltoning the Adminis- 
trative Voucher number. 


Cc. pene shall be scheduled and .vouchered.to the claim- 


ants individually except. in cases involving payment. to.a trustee or 
custodian, 63/ or to the widow and minor heirs. of the decedent. Payment 


63/ See Section A, paragraph O»,,0f this Part XI, 
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to a trustee shall be styled in the: following manner; "John 
Doe, Trustee". The nature of the trust shall not be set out 
on the schedule or voucher or on the face of ‘the ‘check drawn 
pursuant thereto. 


d. If it .is found that-all or part of the amount due 
is payable to the widow, and the minor heirs of the decedent, 
' such payment shall be scheduled and vouchered as follows: 


(1). Where there are no more than two 
minor heirs, the payment shall be scheduled 
‘and vouchered to such widow and minor heirs by 
namé, e.g., Mary Doe, for herself and as cus-— 
Conan: of James Doe a Jane Doe, minor heirs 
“of John Doe, deceased. ° 


(2) Where there are more than two minor 
‘heirs, the payment shall be scheduled and vouchered 
to the widow and minor heirs as a class, e.g., Mary 
Doe, for herself ‘and’ as custodian of the minor 
heirs of John Doe, deceased. 


ee ‘When *allor part of ie ee due has been scheduled and vouchered 
for payment to a claimant, an entry should be made on the two copies of Treas- 
ury Forms 1664-A, Revised,) which form a@ part of the claims file, of the sche— 
dule and voucher of disbursements and the bureau voucher and schedule number. 
Subsequent reference to such notations will avoid duplicate or overlapping 
payments on any subsequent voucher and schedule ‘prepared with respect am the 
same original payment. . 


3. When it is determined that a claimant is entitled to all or part of 
a 1936 Agricultural Conservation payment, such amount as the claimant may be 
found’ to be entitled to may be scheduled and vouchered to ‘such Claimant by pre- 
paring a schedule and voucher. of ‘disbursement, Forms ACP- 13B, ACP=14, and Stan- 
dard Form No. 1064 in accordance with the procedure for: scheduling and vouchering 
‘regular Application for Grant einen Forms SR-9: (See apa 2 with the fol- 
Sea exceptions: 


a. One additional copy” shall. be: prepared for: the files 
of the Remittance Clerk. 


be. Enter the code '!(C)" er Sg ia ‘the Adminis- 


trative Voucher number. 


C. Payments ‘shall be scheduled and vouchered to the clain- 
ants individually, except in cases wherein payment is certified to 
a trustee or sistcd iene Payment to a trustee shall be styled 
in the following manner: ("John Doe, Trustee." :: The nature of the 
“trust shall not be set ‘out ‘on-the Py eae Ors Sige 3S sia or Ort ¢ eens 
check drawn pursuant thereto, 


ie 


2) 


Lee, 


4. When all or part of a 1936 Agricultural Conservation payment has 
been scheduled and vouchered for payment to a claimant, an entry should be made 
on a file copy of Treasury Form No. 1664-A, (Revised,)or Form M-66, or other 
memoranda of the canceled check contained in the claims folder. Such entry 
should set out the bureau voucher and schedule number and the amount certified. 
Subsequent reference to such entries will avoid duplicate or overlapping pay- 
ments on subsequent schedules and vouchers, if any, prepared with respect to 
the same original payment. 


5. If there is due the estate of the decedent both an initial and fin&l 
payment, such payments shall be combined for the purpose of paying the amounts 
thereof to claimants who derive their right to payment from such decedent. If 
the amount due as the final payment has never been paid, i.e., if a check for 
the amount was never drawn, claim for gtch amount should be made in paragraph 
4 of Standard Form No. 1055. 


D. PREPARATION OF SCHEDULES AND VOUCHERS FOR PAYMENTS ACCRUING TO THE ESTATES 


OF DECEASED OR INCOMPETENT PERSONS FOR CASES WHEREIN EITHER THE DECEDENT 
OR THE APPLICANT IS INDEBTED TO THE AGRICULTURAL ADJUSTMENT ADMINISTRATION 


1. If it is determined that the estate of a deceased person is indebted 
to the Agricultural Adjustment Administration®2/ the entire amount of the pay- 
ment due the decedent's estate, or so much thereof as is required to liquidate 
such indebtedness, shull be scheduled to the Treasurer of the United States in 
the manner outlined in Part II of SRC-103, Revised. The remaining amount due, 
if any, is for payment in accordance with this Part XI. 


e. If it is determined that an applicant executing Standard Form No. 
1055 is entitled to the beneficial interest of the entire payment due or the 
beneficial:interest of a share therein, and itis further determined that such 
applicant is indebted to the Agricultural Adjustment Administration, the en- 
tire beneficial interest of such applicant, or so much thereof as is necessary, 
shall be scheduled and vouchered for payment to the Treasurer of the United 
states in the manner outlined in Part II of SRC-103, Revised. The remaining 
amount due such applicant, if any, is for payment in accordance with the pro- 
Visions of this Part XI]. 


3. If it is determined that a person, who, under the laws of the domi- 
cile of the decedent, is entitled to share in the amount due, has signed a 
waiver or trust agreement, relinquishing or delegating to another his right to 
payment and if it should further appear that such person who has waived or 
delegated his right to payment is indebted to the Agricultural Adjustment Ad- 
ministration, the amount that would be due such person in the absence of the 
waiver or delegation, or so much thereof as is necessary to liquidate such 
indebtedness, shall be scheduled and vouchered subject to deduction in accord 
ance with Part II of SRC-103, Revised, and the remaining amount due, if any, 
paid in accordance with the waiver or trust agreement, as outlined in this 
Part ix., 


65/ Debts owed to independent bureaus, agencies or departments of the Govern- 


ment, other than the Agricultural Adjustment Administration, shall not 
be set off if reported subsequent to the initial (original) administrative 
certification of the voucher for payment to the decedent. 
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4. If a person entitled to share in the proceeds of a payment has 
granted to another the authority to file claim for such amount, payment gaye 
be scheduled and vouchered to the person granting the power of attorney. 

If, therefore, it should be determined that the principal is indebted to the 
Agricultural Adjustment Administration, the amount due such principal, or so 
much thereof as is necessary, shall be scheduled and vouchered subject to 
deduction and the remaining amount due, if any, paid to such principal as out- 
Lined” inethis Part xi. 


BE, WORDS AND PHRASES 


The explanation of given terms, while not complete, will serve to indi- 
cate the meaning of such terms and expressions as used in this SRC-102 and 
their use will result in greater consistency in the handling of cases involv- 
ing payments to claimants of amounts due the estates’of decedents. 


Testate: Deceased leaving a will. 
Intestate; Deceased not leaving a will. 


Letters Testamentary: Court order appointing an executor to 
carry out the terms of a will. 


Short form Certificates: Short certificates issued by a court 
certifying that letters testamentary or letters of ad- 
ministration have been issued, 


Executor; Person designated in a will and appointed by a 
court to settle the estate of a decedent in accordance 
with a will, 


Administrator: Person appointed by a court to settle the es- 
tate of a decedent in accordance with State law, usually 
in the absence of a will, 


Guardian; Person appointed by a court to transact business, 
etc... on behalf of a minor. 


Committee: Person appointed by a court to transact business, 
etc., on behalf of an insane person. 


Descendants: Children, grandchildren, great-grandchildren OF 
decedent. 


Custodian; Person who has not been appointed guardian but who 
has actual physical custody of a minor, and has charge 
of the minor's business affairs. Usually a parent or 
near relative of minor. 


Minor: Person who has not reached the age at which State law 
declares him competent to handle all business affairs. 


66/ See Section A, paragraph 2, sub-paragraph ie; OF this Part At. 


{) 


ae: 


Kin, Kin, Kindred: Blood relation or relations. For example, the 
‘brother of decedent's father is kin, whereas the wife 
of such brother is not kin. 


Brothers and sisters of the whole blood: Brothers and sisters 


having both parents in common. 


Collateral Kindred of the half blood: Brothers and sisters 
having but one parent in common. 


Power of Attorney: Instrument authorizing one person to trans- 
act business for and execute the signature of another, 
Note that in power of attorney cases payment should be 
scheduled to the principal and not to the designated 
fiduciary. 


Waiver; Instrument by which a person definitely and clearly 
renounces or gives up his right in and to the proceeds 
of the check. Note that in waiver cases payment should 
be scheduled to the person in whose favor the waiver 
was executed and not to the person who executed the 
waiver. 


Trust Agreement: Instrument by which one or more persons desig- 
hate another to receive the payment in his own name. 
Note that in trust cases payment should be scheduled to 
the trustee as such. 


F. AGE AT WHICH PERSONS CEASE TO BE MINORS 


STE nmr rr Nc pase peepeay nies ener isesonsensnansenpiasttias iat 


State Male Female 
1. Alabama 21 21 
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State 
Idaho 
£ELINOLS 
Indiana 


Iowa 


Kansas 


Kentucky 
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and are 18 or over are 


of age 


ol 


21 


18 


el 


18 


pu OF 


before if she marries 


el 


el 


18 


al 


el 


ol 


el 


el 


Se. 


36. 


34. 


3o. 


36. 


Of. 
38, 
Od. 
40. 


41. 


42. 


43. 
44, 


45. 


46. 
47, 


48 . 


North Dakota 
Ohio 
Oklahoma 


Oregon 


Pennsylvania 
Rhode Island 
South Carolina 
South Dakota 
Tennessee 


Texas 
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SRC-102 
Amendment No. 1. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


STATE OFFICE PROCEDURE FOR THE DISPOSITION OF 
ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, 
LOST CHECKS, AND REFUNDS OF GRANT PAYMENTS 
UNDER THE AGRICULTURAL CONSERVATION PROGRAM 


1. Paragraph 5, Section B, Part XI, of SRC-102 is amended by 


the deletion of the whole thereof and the substitution of the following: 


5. Louisiana. 


If a surviving spouse has filed claim, the date 
of the marriage must be shown. If the marriage occurred 
subsequent to the date of the check drawn on the Treasurer 
of the United States, payable to the order of the decedent, 
which check shall have been canceled, the claim shall be 
referred to the Director for appropriate action. If the 
marriage occurred prior to the date of the canceled check, 
the following provisions are applicable: 


I. If a spouse survives: 


A. If there are living children, or 
living descendants of deceased children, 
the surviving spouse takes one-half of 
the proceeds of the check. 


B. If there are no living children 
and no living descendants of deceased 
children, but a parent or parents survive, 
the surviving spouse takes three-fourths 
of the proceeds of the check and the re- 
maining one-fourth is divided equally be- 
tween the surviving parents of the decedent 
or all is to be paid to the surviving parent 
if one is deceased. 


C. If there are no living children, or 
living descendants of deceased children or 
living parent or parents, the surviving spouse 


takes the entire amount due the estate of the 
decedent. 


II. If no spouse survives, the entire estate, 
or the remainder of the estate if a spouse has survived, 
is to be distributed as follows: 


gc6l 6% Nt 


Lye e 


A. If there are living children, or living 
descendants of deceased children: 


1. If all children are living, or if some 
are living and some are deceased but leaving 
no living descendants, living children take 
equal shares. 


2. If there are living descendants of 
deceased children: 


(a) Divide proceeds into equal shares 
for all living children and all deceased 
children (see (1) below) who leave living 
descendants. (Do not include children who 
are deceased without leaving living: des- 
cendants). Living children take such shares. 


(1) Grandchildren (children of de- 
ceased child of decedent) divide equally 
among them the share of their deceased 
parent. 


(a) If any such grandchildren 
are deceased, leaving living children, 
such children divide equally among 
them the share that such deceased 
grand child would have received had 
he continued to live. 


B. If there are no living children, or living des- 
cendants of deceased children: 


1. If a parent, or parents, survive and 
there are no living brothers or sisters, or 
descendants of deceased brothers or sisters 
the proceeds of the check shall be divided 
as follows: : ; 


(a) If both parents survive, the pro- 
ceeds shall be divided equally between them. 


(b) If only one parent survives, such 
survivor takes the entire proceeds. 


2. If parent or parents and/or brothers or 
sisters, or descendants of deceased brothers or 
sisters survive, the proceeds of the check shall 
be divided as follows: 


en ee a tts -— fre ee 


a a 


(a) If both parents survive, each 
receives one-fourth of the amount due 
the estate of the decedent. 


(bo) If only one parent survives, 
such survivor receives one-fourth of 
the amount due the estate of the dece- 
dent. 


(c) The remainder or all of the 
amount due if there is no living parent, 
is to be paid to the living brothers or 
sisters and/or living descendants of 
deceased brothers and sisters as fol- 
lows: 


(1) If all the brothers and 
sisters are living, or if some are 
living and some are deceased but 
leaving no living descendants, living 
brothers and sisters takeequal shares. 


(2) If there are living descendants 
of deceased brothers and sisters: 


(a) Divide the remaining amount 
due into equal shares for all living 
brothers and sisters and all brothers 
and sisters who are deceased (see (la) 
below) and who have left living descend- 
ants. (Do not include brothers and 
sisters who are deceased without leaving 
living descendants.) Living brothers 
and sisters take such shares. 


(la) Nephews and nieces of 
decedent (children of deceased 
brothers and sisters of decedent) 
divide equally among them the share 
their deceased parent would have re- 
ceived had he continued to live. 


C. If none of the above kindred survives, any claim 
for the amount due the estate of the decedent should be 
referred to the Director for appropriate action. 


D. Debts owed by the estate of the decedent which 
have statutory preference: 


Mae ye 


1. The charges against a succession, such 
as funeral charges, law charges, lawyers fees 
for settling the succession, the thousand dollars 
secured in certain cases to the widow or minor 
heirs of the decedent, and all claims against 
the succession originating after the death of 
the person whose succession is under administra- 
tion, are to be #78 before the debts of the 
deceased person .OL 


61/ Any law charges, lawyers fees for settling the succession, or the 

"thousand dollars secured in certain cases to the widow or minor 
heirs of the decedent are predicated upon administration proceed- 
ings or upon an order of the court of jurisdiction declaring a 
widow's allowance. If there is administration of the estate, pay- 
ment shall be scheduled and vouchered to the administrator or 
executor, without regard to claims of creditors. However, claim 
by the officiating undertaker, based upon non-payment by the estate 
of the funeral expenses of the decedent, is to be preferred over 
the claim of the widow, heirs, or next of kin. 


— | 


SRC-102 


Amendment No. 2 Issued July 25, 1938 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


STATE OFFICE PROCEDURE FOR THE DISPOSITION OF 
ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, 
LOST CHECKS, AND REFUNDS OF GRANT PAYMENTS 
UNDER THE AGRICULTURAL CONSERVATION PROGRAM 


1. Sub-paragraph d., Paragraph 2, Section A, Part XI, of SR0-10e, 
is amended by the deletion of the whole thereof and the substitution of 
the following: 


d. If the amount due the estate of the decedent 
is in excess of the sum of $100.00 and if there are adult 
heirs, shown in paragraph 6 (f), of Standard Form No. 1055, 
entitled to share in the payment, payment may be made only 
of the amount to which the claimant is entitled, (cither 
personally or for the benefit of another) unless Form ACP-73 
is submitted by such adult heirs who have not signed Standard 
Form No. 1055. 


2. Sub-paragraph i., Paragraph 2, Section A, Part XI, of SRC-102, 
is amended by the deletion of the whole thercof and the substitution of 
the following: 


i. If a waiver(s) or a properly executed trust 
agreement, has not been submitted, and if the omount of 
the payment due the decedent is in excess of the sum of 
$100.00, and if it is dotermincd that there are adult 
heirs entitled to share in the payment who have claimed 
or authorized another to claim for them, in accordance with 
he provisions of this SRC-102, the respective shares duc 
each such adult hoir should be scheduled and vouchered pay- 
able to them individually. 


3. Paragraph 2, Section A, Part XI, of SRC-102, is amended by 
the addition of the following new sub-paragraph k.: 


k. If the amount due the estate of the decedent 
is in excess of the sum of $100.00, the ages of the heirs, 
whose nomos are shown in paragraph 6 (f), of Standard 
Form No. 1055, must be sot forth immediately following 
their names in such paragraph. 


aot as 


4. Sub-paragraph d., Paragraph 1, Section 0, Part XI, of SRC-102, 
is amended by the deletion of the whole thereof and the substitution of 
the following: 


dad. If it is found that all or part of. the amount 
due is payable to the widow (or widower) and the minor 
heirs of the decedent, such payment, or portion thereof, 


may be scheduled and vouchored as follows: 


(1). Where there are no more than two 
minor heirs, the payment may be scheduled and 
vouchsred to such widow (or widower) and minor ~ 
heirs by name, e.g., Mary Doe, for herself and 
as custodian of James Doe and Jane Doe, minor ‘ 
heirs of John Doe, deceased. 


(2) Where there are more than two minor 
heirs, the payment may be scheduled and vouchered | 
to the widow (Or widower) and minor heirs as a 
class, ¢c.g., Mary Doe, for herself and as custo- 
dian of the minor heirs of Joe Doc, deceased. 


(3) The provisions of this sub-paragraph 
d- are to be ordinarily confined to cases in 
which the total payment due the estate of the 
decedent is in excess of the sum of $100.00, © 
(see Section C, Paragraph 1, sub-paragraph e., 
Part XI, of this SRC-102, as amended, infra). 


5. Paragraph 1, Section 6, Part XI, of SRO-102, is amended by the 
addition of the following new sub-paragraphs e. and f.: 


e. If a decedent has died leaving a surviving 
spouse and children and a claim is submitted by such 
surviving spouse, the amount claimed may be scheduled 
and vouchered to the claimant as "widow (or widower) and 
representative of the heirs of ___( decedent) 
deceased," provided, however, that the provisions of this 
sub-paragraph e. shall be limited to payments of $100.00 
or less. 


f. If the amount due the estate of the decedent 
is in excess of the sum of $100.00, it becomes pertinent 
to establish the ages of all children of the decedent. 
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Amendment No. 3 5 ney / Issued September 30, 1938 


AGRICULTURAL ADJUSTMENT ADMINISTRATION \ 


STATE OFFICE PROCEDURE FOR THE DISPOSITION OF 
ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, 
LOST CHECKS, AND REFUNDS OF GRANT PAYMENTS 
UNDER THE AGRICULTURAL CONSERVATION PROGRAM. 


BEbI h AON 


1. Section A, Part XI, of SRC-102, as amended, is further amended 
to read as follows: 


A. AUDIT OF STANDARD FORM NO. 1055. 


1. Cases involving certification for payment to an executor, 
administrator, guardian, or committee. 57/ 


a- Standard Form No. 1055 mst be executed 
by the claimant in duplicate. 


b. Paragraphs 1, 2, 4, and 5 mst de properly 
completed by the claimant to disclose the inf ormation 
indicated. 


ce Any additional facts upon which the claim 
is based may be set out in Paragraph 6j. Sub-paragraphs 
a. to i., inclusive, of paragraph 6 and affidavit of 
corroborating witnesses need not be executed. 


dad. If the date of death (or adjudication or 
declaration of incompetence) and the domicile of the 
decedent or incompetent are shown in the court order, 
the certificate of notary public is not to be required. 


€- Standard Form No. 1055 mst be supported 
by a certified copy of the court order appointing the 
executor or administrator filing claim or by a short 
form certificate of the appointment. If such certifi- 
cate or certified copy of the court order shows the 
appointment to have been made more than one year prior 
to the date the claim and related schedule and voucher 
will be received in the Preaudit Office of the General 
Accounting Office, a certification, by the court making 
the appointment, to the effect that such appointment 
is in full force and effect mst be secured by the 
Claimant. 


57/ In the absence of a State statute establishing a higher limit, 


administration will be required where the total payments due the estate 
of the decedent exceed $500.00. Where a higher limit is established 
by the law of the decedent's domicile, the provisions of such statute 
shall govern as to the amount payable without administration. 


ere bs 


f. Where the decedent died intestate and it 
appears that claim is filed by a public administrator 
on Standard Form No. 1055, ‘there must be a showing either 
that: ae eT Tenors a es 


(1) There are persons entitled 
to ‘share: in. the estate under the laws of 
the domicile of the irene 


(2) That there are: peesitore of the 
estate, 


(3) Or that there are assets of the 
estate other than the amount due from the 
United States. 


g. If Standard Form No. 1055 and any documents 
submitted in connection therewith are found to conform 
with the requirements of this Section A, payment may be 
scheduled and vouchered to the claimant in accordance 
with the provisions of Sections C or D of this Part XI, 
whichever is applicable.. 


h. If for any reason the claim cannot be allowed, 
the claimant shall be advised by letter of the reason or 
reasons for disallowance. The county office should be 
furnished with a copy of such letter. The file relative 
to the disallowed claim should be placed in a file alpha- 
betically (by name of the decedent) pending renewal of the 
disallowed claim or submission of, a claim by some other 
person. ° 


2. Cases involving certification for payment in accordance 
with the laws of distribution of the domicile of the decedent, without 
the appointment of an executor or administrator. 


ae Standard Form No. 1055 must be completely 
executed except for paragraph 5 thereof, to show the 
following facts: 


(1) ‘That the decedent died 
intestate. ¥ 4 

(2) The amount due from the United 
States must not exceed the maximum amount, 
prescribed by State statute of the domicile 


of the decedent, for estates upon which 
administration need not be had. 58/ 


58/ See Footnote 57/ of this Part XI. 


ee 


(3) Funeral expenses must have been 
paid if the law of the domicile of the dece- 
dent allows undertakers statutory preference, 
as creditors, over the heirs-at-law or next 
of kin. An itemized, receipted undertaker's 
bill must be submitted by the claimant to show 
payment of the funeral expenses. If such 
funeral expenses have not been paid, a waiver 
(Form ACP-73) signed by the officiating under- 
taker is to be required, 


(A) ete paragraph 6 of Standard Form 

No, 1055 indicates that the funeral expenses 
were paid by someone other than the claimant 
and out of funds not belonging to the estate 
of the intestate, there must be furnished a 
waiver of right to claim (Form ACP-73) signed 
by the person paying such funeral expenses, 
b. Tho affidavit of two witnesses must be completely 
executed and the Standard: Form No. 1055 Preperiy notarized. 


¢. The applicant, whethor he claims personally 
or through a duly authorized representative (power of 
attorney) must be a person entitled to take under the laws 
of the domicile of the deccdent, Thig provision shall be 
applicable regardless of the location of the farm upon 
Which the paymont accrued. If such domicile is a, State 
for which a brief of laws of distribution is not included 
herein, the claim shall be referred to the Director for 


appropriate action, 


d. If there are adult heirs shown, in paragraph 
6(f) of Standard Form No. 1055, to be entitled to share 
in the payment, payment hay be made to the claimant only of 
the amount to which he is entitled unless a properly executed 
trust agrecment (Form AAA-~378) is submitted, signed by such 
adult heirs who have not Signed Standard Form No. 1055, 


e. If there is submitted a trust agreement signed by 
Q person or persons entitled to share, designating a trustee 
to receive payment, payment may be made to such trustee, who 
has submitted Standard Form Wo. 1055 properly executed by him 
2s trustee, in the amount equaling the respective shares of 
the trustee, if any, and the shares of the persons appointing 
the trustee. 


f. If Standard Form No. 1055 is executed Dy one person 
pursuant to the duly executed power of attorney of a person 
entitled under the laws of the domicile of the decodent to 
share in the payment, tho share of the payment due the grantor 
of the power of attorney shall be scheduled and vouchered 
for payment to the principal (grantor) and not to the person 


ig Bes 


who has been granted the power of attorney. A power of 
attorney shall be construed to esa the agent only 

to claim, and not to receive, payment on behalf of his | 
principal. “Gf claim as filod ae one person on behalf of 
another pursuant to a power of attorney, such power of 
attorney should specifically authorize the agent to 
claim the proceeds of the payment for the principal 

and should not be merely a power to operate a farm and 


generally to do acts done in the operation of a farm. 


g. In every case the age of the claimant must be 
shown on Standard Form No. 1055, 99 


h. If a waiver of right to claim is submitted signa 
by a person who otherwise would be entitled to share in the 
payment as an heir or next of kin under the applicable laws, 
such person must be shown to have attained an age of majority. 
If a waiver is signed by a creditor of the estate of the 
cecedent, the age of such creditor need not be shown. 


i. If it is determined that there are adult heirs 
entitled to share in the payment who have claimed or author- 
ized another to claim for thom in accordance with the pro- 
visions of this SRC-102, as amended, the respective shares 
of each such adult heir shall be scheduled and vouchered 
payable to them individually, except 


(1) in tho case of a trust agreement 


(2) as provided in sub-paragraph c, 
paragraph 1, Section © of this Part XI, as 
amended. 


je iIf.there are persons entitled to share in the 
payment who have neither filed claim, nor waived or delegated 
their right to claim, such amounts shall not be paid until 
claim is filed in accordance with the provisions of this Part 
XI, as amended,. except: 


(1) as provided in sub-paragraph e., paragraph 
1, Section ©, Part KI) of this SRC-102, as amended. 


k,. If the amount duc the estate of the decedent is in 
excess of $100.00 the ages of the heirs, whose names are shown 
in paragraph 6(f) of Standard Form No. 1055, must be set forth 
immediately following their names in such paragraph. If the 
amount due is $100.00 or less this information is not 
necessary. } 


Se ee 
59/ It is to be noted that no provision is made on Standard Form No. 
1055 for such information. The age of the applicant should appear im- 
mediately following the name of the claimant in Paragraph 1 of the form. 
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1.5. Cases involving certification for payment to a creditor of 
the estate of the decedent. 


en eotencueard: form No. LO55"is submitted, 
executed by a creditor of the estate of the decedent, 
there must be furnished a waiver of right to claim 
(Form ACP-73) from other creditors of the same or 
greater degree of preference under the laws of the 
domicile of the decedent, or else a showing that there 
are no other such creditors. 


b. A person, whether he be an heir, the next of 
kin, or in no way related to the decedent, who has paid a 
preferred creditor out of funds not belonging to the 
estate of the decedent, is by such payment subrogated to 
the creditor's statutory preference and claim by him should 
be made as creditor in accordance with Paragraph 3 supra 
of this Section A. If, after allowance of the preferred 
claim, there remains an amount due the estate of the dece- 
dent, such remaining amount is for payment in accordance 
with the provisions of this Part XI, governing payments 
to persons other than creditors. 


4, Cases involving certification for payment to the widow and/or 
the minor heirs of a decedent in accordance with an allowance of personal 
property set aside by order of the court. 


a. Inasmuch as exempt allowances in favor of 
widows and/or minor children of decedents are predicated 
upon some court action, claims based upon such allowances 
should be referred to the Director, together with the 
order making such allowance, or a certified copy thereof. 


5. Cases involving certification for payment to a minor, his 
fuardian,. or custodian, 


a Where a minor takes, under the applicable 
State laws, and payment is certified to him, his guardian 
or custodian, pursuant to claim therefor on Standard Form 
No. 1055, there must be showing of one of the following: 


(1) Letters of Guardianship, 
certified copies theroof, or a Short 
Certificate of Letters of Guardianship. 


(2) an affidavit, by any person having 
knowledge of the facts, that the minor is 
competent to receive and handle funds, or 


(a) that the minor is in the care 
and custody of the person claiming on behalf 
of such minor, by use of Standard Form No. 
1055. In such a case the amount found to be 


Ss Bises 


due the minor shall be scheduled for payment 
in the following style: "Mary Jones, for the 
support and benefit of William Jones, Minor". 
There must appear in paragraph 6(j) of Stand- 
ard Form No. 1055, or in supporting affidavits, 
a statement of the relationship between the 
custodian and the minor and the circumstances 
of the custodianship. 


6. Cases wherein adopted or illegitimate children claim payment 
or are shown on Standard Form No. 1055. 


a. Cases wherein adopted or illegitimate 
Children file claim for an amount believed to be due 
them, or where such adopted or illegitimate children 
are shown on Standard Form No. 1055, should be referred 
to the Director for appropriate action. Cases involving 
collateral kindred of the half-blood should also be sub- 
mitted to the Director. 


SRO 102 a ae Issued March 22, 1939 
Amendment ilo. 4, ae 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRAT IO 


‘STATE OFFICE PROCEDURE FOR THE DISPOSITION OF 
ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, 
LOST CHECKS, .AND REFUNDS OF GRAIMT PAYMENTS 

UNDER THE AGRICULTURAL CONSERVATION PROGRAM. 


Subparagraph a., Paragraph 2, Section A, Part XI, of SRC~-102, as 


amended, is further amended to read as follows: 


"a, Standard Form. ¥o, 1055 mast be completely executed 


except for paragraph 5 thereof, and it must appear that the 
decedent dicd intestate, and that the amount due from the 
United Statcos does not exceed the maximum amount for ostate 
upon which administration nocd not be had. 57/ 


(1) Funeral expenses of tho decedont must 
have beon paid. An itomized, reccipted undortaker' s 
bill or an executed Form ACP-73, whereby the undor- 
taker waives his proforonec, mist be attachod to 
Standard Porm No. 1055. 


(2) If the amount of tho estate of the do- 
codent is in oxcoss of tho sum of $100.00 ($300.00 
"in Arkansas, $1,000.00 in Alabama), it must bo shown 


on Standard Form io. 1055, or on an attachod stato- |g 
z 
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ment, that there are no dobts owod by the sstato ori # 


a listing of all dobts owed by the cstato. 1 


(3) If claim is filod by © croditor or by 
any person who has paid a creditor ond who submits 
nis claim on the basis of having paid such creditor, 
a statoment signed by a mombor of tho family of the 
decedent, who has xnowlcdge of the family affairs, 
to the offoct that there arc no other croditors of 
an equal or greater degree of preference, must be 
attached to Standard Form No. 1055. 


(4) In lieu of the statement described in 
subparagraph a. (3) above there may be submitted by 
a member of the family of the decedent, having 
knowledge of the family affairs, a statement listing 
all debts owed by the estate.!! 


We 


ass 


Subvaragraph 2, Paragraph B, Part XI of SRC-102, as amonded, is. 
further amended by tho addition of the following now subparagraph 2, F: 


"F, If the amount of the ostate of the decedent is 
less than the sum of $300.00 payment of the amount accruing 
to such estate from the United Statcs may be mado to the 
widow in her own right.if there are no minor children. If 
the decedent is survived by a widow and minor children, 
payment may be made to the widow as (ame of widow) , 
widow and natural guardian of the minor hoirs of (Wane of 
decedent) ; deceased." aS 


Subparagraph mn, Poragraph 6, Scction A, Part III of SRC~1O02, as 
amended, is further amended to read as follows: 


"m. A concise statement of the purpose for which the 
refund was made should be entered in the column entitled 
"Detail Description of Purpose for Which Collections Were 
Received! , including the following: 


(1) the name of the applicant; 

(2) the code and scrial number of the appli- 
cation whereunder the overpayment was 
certified: 

(3) the 'Disbursing Officer's Voucher No.! 
whereunder the overpayment was made; 

(4) the number of the check whereby the over- 
payment was made; 

(5) the period during which the voucher where- 
under the overpayment was made was taken 
up by the Disbursing Officer." 


Subparagraph m, Paragraph 1, Section A, Part IV, of SRC-102, as 
amended, is further amended to road as follows: 


'm. A conciso statomoent of the purposo for which the ro- 
fund was made should be entered in the column ' Detail Descrip- 
tion of Purpose for Which Collections Were Recoived! , including 
the following: 


(1) the namo of tho applicant; 

(2) the code and serial numbor of the appli- 
cation wherounder the overpayment was 
certificd; 

(3) the 'Disbursing Officer's Voucher No.! 
whereunder the overpayment was made; 

(4) the number of the chock wheroby the over- 

"payment was made; 

(5) the period during which the voucher whero- 
under the ovorpayment was mado was takon up 
by the Disbursing Officor,"! 
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UNITED STATES DEPARTMENT OF AGRICULTURE .. 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
SOUTHERN DIVISION 


STATE OFFICE PROCEDURE FOR THE DISPOSITION OF 
ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, 
LOST CHECKS, AND REFUNDS OF GRANT PAYMENTS 
UNDER THE AGRICULTURAL CONSERVATION PROGRAM 


Part V of SRC-102, as amended, is further amended to read as 
follows; 


PART V, PROCEDURE FOR CANCELING TREASURY CHECKS 
4, WHERE CHECK IS HELD BY DISBURSING OFFICE 


1, When it has been determined that a Treasury check which is 
held by the Disbursing Office should be canceled for any reason, an 
original and eight copies of Standard Form No. 1044, Revised, "Schedule 
of Célleations". should be prepared as follows: 


a Strike out of the printed title the word 
"COLLECTIONS" and insert immediately above and in. 
lieu thereof the words "CANCELED CHECKS", 


bd. Enter the State and county code numbers 
in the space above the title, 


c. Enter the schedule number which shall be 
the next unassigned number in the series adopted at the 
beginning of the current fiscal year, preceded by the 
letters "SRC", The schedule number series shall con- 
tinue in numerical sequence until the end of the fiscal 
year: this number should be entered upon each sheet of 
the particular schedule, 


dg. Enter the sheet number which shall be 1, if 
there is only one sheet, or 1 of 2 sheets, 2 of 2 sheets, 
etc., if the schedule consists of two or more sheets. 


e. Enter the word "Agriculture" over the words 
"(Department or Establishment)", 


z. Ehter the letters "A,A,A." followed by the name 
of the State in which the State office is located and the 
words "State office" over the words "(Bureau or Office)", 


g Enter "G, F, Allen, Chief Disbursing Officer" 
after the words "Received by", 


15, 5 


h, Enter the name of the city and State in which 
Ma Regi onal Piebureie Office is. located after the word 
at", . 


i. Enter the month and year in which the sche- 
dule is expected to be taken up by the 3 ae Office: 
after the word "Period", 


ton Enter the symbol number firatahed by the Dis- 
bursing | Office for this purpose after the words "DO. _ 
Symbol No," 


xk. Peart the words "Check issued" in the head-. 
ing of the first column in lieu of the printed title "Date 
Received", and enter in that column the date of the check, 


1. Insert the words "Check No," in the second | 
column in lieu of the printed title "Receipt No." and ‘- 
enter in that column the serial number of the check to 


be canceled, 


m,. Enter the name of the payee (spelled exactly 
as it appears on the check) in the column entitled 
"Name of Remitter" and immediately thereunder enter the 
words "Voucher No." followed by the "Disbursing Offi- 
cer's Voucher No," under which the payment represented 
by the returned Treasury check was certified, 


n. Enter a brief statement of the reason for 
requesting cancelation, e.g., "payee not entitled or 
"payee deceased", in the column entitled "Detailed 
Description of Purpose For Which Collections Were Re-~ 
ceived," 


: 0. Enter the amount for which the check was 
drawn in the column entitled. "Amount", 


Pp Enter the symbol and title of the appropria- 
tion against which the check was drawn in the column 
entitled "Fund to be Credited"; this symbol and title 
of the appropri ation is a required to be. entered for 
each check listed, 


q. Enter the total amount of the’ check(s) in 
the fifth column after the word "Total": this total is 
to be entered only on the last sheet when the schedule 
consists of more than one sheet, é 
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r. The date the schedule is to be forwarded to 
the Disbursing Office and the signature and title of the 
Officer in Charge should be entered in the lower right 
corner (the lower left corner is for the use of the Dis- 
bursing Office); these entries should be made only on 
the last sheet when the schedule consists of more than 
one sheet, 


s. The signature of the Officer in Charge need 
be placed only on the original of the schedule provided 
that a facsimile signature is stamped, or the name of 
such Officertyped, on the copies of the schedule. 


t. When a schedule consists of more than one 
sheet, the sheets comprising each of the nine sets should 
be firmly stapled together. 


u. Attach the original copy of Treasury Form 
1664-A (Revised), which has been signed by the Adminis- 
trative Officer in Charge, to Standard Form No, 104, 
Revised, altered to be a Schedule of Canceled Checks, 
when forwarded to the Disbursing Office. 


2, Checks issued with respect to applications from different 
counties should be listed on separate schedules but all of the checks 
from one county which are to be canceled may be listed on one schedule 
provided that not more than five sheets are required for the schedule. 
Checks drawn against a particular appropriation should not be scheduled 
for cancelation on the same schedule on which checks drawn against 
other appropriations are listed, 


3, Enter on two copies of the schedule (on all sheets of two 
sets if the schedule consists of more than one sheet) the words "For- 
ward to the (State) Preaudit Office, General Accounting Office," 


4, Standard Forms No. 1044, Revised, as altered to be a Schedule 
of Canceled Checks, should be distributed as follows: 


Bo The original and six copies, including the 
two copies marked for the Preaudit Office and one copy 
stamped “Foiward to Records and Accounts Section, Agri- 
cultural Adjustacnt Administration, Washington, D, C.," shall 
be forwarded to the Disbursing Office. 


>, ‘Two copies should be filed numerically by 
schedule number in a pending file. 


c, The Disbursing Office, after a period of approxi- 
mately forty-eight hours from the time the schedule is 
received, will return one copy to the State office. 
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d. The information shown in the lower left 
corner of the copy returned from the Disbursing Office 
should be transcribed upon the two file copies after 
verifying the cancelation of the checks gigs 


e. The following information should be RS 08 
in the original and two copies 28/ of Form ACP-28, pre- 
pared with respect to the canceled checks: 


(1) Enter the schedule number of 
Standard Form No. 1044, Revised, after the 
words "Schedule No, of Standard Form No. 
1044, Rev," — 


(2) Enter the Disbursing Office 
voucher number under which the payment rep- 
resented by the canceled check was certi- 
fied and the date it was paid after the words 
"D. 0. Voucher No." and "Date", respectively. 


(3) Enter the symbol number of the 
' fund credited and the date shown in the lower 
left corner of Standard Form No, 1044, Revised, 
after the words "Fund Credited" and "Date", 
respectively. 29/ 


(4) A concise statement of the action 
taken and proposed to be taken in the settle- 
ment of the case should be entered in the re-. 
maining blank space beneath the words "Action 
Taken", If the canceled check was issued pur- 
suant to an Agricultural Conservation Program 
involving county association expense deductions 

the statement should show the expense deductions 
previously charged, entered as follows: "De- 
crease deduction $ ott 


(5) The Administrative Officer in Charge 
should sign the original and two copies of Form 
ACP-28, 30/ 


28/ "See also footnote 2, s 2, supra, 


29/ No entry is to be made after the words "Certificate of Deposit No," 
30/ See also footnote Re, supra, 
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aes The copy returned from the Disbursing Office, 
accompanied by one copy of the completed Form ACP-28 
should be forwarded to the State Accountant. 


&. One copy of the schedule showing the infor- 
mation transcribed thereon in accordance with sub- 
paragraph d. of this paragraph 3 should be forwarded to 
the Office of Budget and Finance, Department of Agri- 
culture, Washington, D. C,. 


h. One copy should be filed numerically by sche- 
dule numbers in the Clearance Unit within folders desig- 
nated by the month and year in which the Standard Forms 
No, 1044, Revised, were stamped as received by the Dis- 
bursing Office. 


i. If the canceled check represented a pay- 
ment involving county association expense deductions, 
a copy of Form ACP-28 should be forwarded to the Control 
Accounts and Reports Section, Agricultural Adjustment 
Administration, Washington, D. 0. 


B, CANCELATION OF CHECKS EELD IN THE RECORDS DIVISION, GENERAL AC- 
COUNTING OFFICE, 


1, Checks held in the Records Division, General Accounting Of- 
fice, which are to be canceled for any reason shall be canceled by 
addressing a memorandum, in duplicate, prepared for the signature of 
the Administrative Officer in Charge, to the Chief of Party, General 
Accounting Preaudit Office. Such memorandum should be prepared in 
the following general form; 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


(Date ) 
Schedule No. 


Mr. John Doe, 
; Chief of Party, 
General Accounting Preaudit Office, 
Athens, Georgia. 


Dear Mr. Uoe: 


; yp neies is made to the (year) Agricultural Con- 
servation checks described herein which were returned 
‘to the Disbursing Office and subsequently forwarded by 
that office to the Records Division, Check Section, General 
- Accounting. Office. 


The checks drawn by G, F, Allen, Symbol ’ 
against appropriation (symbol and title) are described 
below and it is requested that action ‘be taken by your 
office to effect cancelation of. the ar listed: 


Rupasn for 


Bhi ie BN ga Request for 
Check No, Date Amount Payee Vou. No.  Cancelation. 


ee ee ee ee ee ee ee ee 


When the checks described above have been canceled : 
it-is requested that this office be so notified. 


Very ae he yours, 


Administrative Officer in Charge, 


2. Aconcise veatenens of the reason for cancelation shall be 
shown with respect to each check listed. 


3. The letter should be given a schedule number in the series 
allotted to Standard Forms No. 1044, Revised, altered to be a Schedule 
of Canceled Checks, 


4, The Preaudit Office of the General Accounting Office will 
notify the State office when cancelation is effected. 


5. Form ACP-28 should be completed in the manner outlined in 
Section A, paragraph 4e,, of this Part V. The date of cancelation 
should also be given, 
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Subparagraph a., (1), paragraph 2, Section A, Part IX, of SRC-102, ‘ 
as amended, is further amended to read as follows; 


(1) Avreceipted itemized funeral bill must be sub- 
mitted by the claimant showing payment in full of the funeral 
expenses of the decedent, or in lieu thereof there may be 
submitted a properly executed Form ACP-73, "Waiver of Right 
to Claim Agricultural Conservation Payment(s)", Part II of 
which has ‘been executed by the officiating undertaker, If 

Part II of Form ACP-73 is executed by the officiating under- 
taker there must also be submitted a statement signed by such 
undertaker itemizing the services rendered and the charge 
therefor, and certifying that such services constituted the 
complete cost of the funeral of the decedent, 


